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INTRODUCTION
WELCOME
As a staff member at Saint Mary's College of California (also referred to in this Staff Handbook as
"Saint Mary's College," "Saint Mary's" or "College"), you are engaged in advancing the College's
Mission and are an important part of the College community. We hope you will find your work at
Saint Mary's College to be rewarding, challenging and productive.
TO WHOM THE STAFF HANDBOOK APPLIES
This Staff Handbook as amended from time to time ("Handbook") is intended to inform individuals
employed in or assigned to staff positions at the College of their benefits and obligations as an
employee of the College. Staff positions cover all positions at the College other than faculty
appointments to teach. Individuals employed at or assigned to the College who hold faculty
appointments (whether tenure-track or non-tenure—track) to teach are covered by the Faculty
Handbook.
STAFF EMPLOYEES WHO CONCURRENTLY HOLD FACULTY STATUS

•

Individuals assigned to work at or who are employed by the College in a staff position (i.e., in any
non-teaching role) and who concurrently hold faculty appointments to teach must also refer to the
Faculty Handbook, as they may be covered by applicable provisions of both this Handbook and
the Faculty Handbook, depending on the context and their role (staff or teaching) in which a workrelated situation arises. When an individual has both staff and teaching responsibilities and, as a
result holds concurrent staff and faculty status, the Director of Human Resources, in consultation
with the Provost, makes the final decision as to which handbook controls the particular issue(s)
and/or conduct.
QUESTIONS AND UPDATES
The Handbook summarizes the College's policies and, generally, certain procedures and
practices in effect at the time of publication. Please read the Handbook carefully and return the
acknowledgement forms, signed and dated, to Human Resources. This Handbook may be
amended from time to time. You will find the most recent version of the Handbook on SMCnet
and the Human Resources website. Review these sources to determine if there have been
updates to it, before relying on any particular section. In addition, the College may announce,
from time to time, new policies or procedures via SMCnet or email, and the HR site also provides
additional operational details and forms related . to certain Handbook sections. If you have
questions about any of the information contained in this Handbook, including if a section you are
relying on is the most current one, please contact Human Resources (x4212), as you are
presumed to have notice of and to understand its contents.

•
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ABOUT SAINT MARY'S COLLEGE OF CALIFORNIA
History of the College: Saint Mary's College of California is one of the oldest colleges in the West.
Dedicated in San Francisco by Archbishop Joseph S. Alemany, 0.P., in 1863, the Brothers of the
Christian Schools assumed its operation in 1868 and have since then determined its character and
growth. Under the laws of the State of California, the College was incorporated in 1872 and given a
charter empowering it to confer degrees and to exercise all other privileges of a College. The
campus was relocated from San Francisco to Oakland in 1889 and to Moraga in 1928. In 1941, the
College instituted a liberal arts program whose core was the World Classics Seminar, and in 1972
the College became coeducational. During subsequent years there was substantial growth in the
School of Education, and a School of Extended Education, a cooperative nursing program, and a
School of Graduate Business programs were established.

•

Today, Saint Mary's College is the only college of its size and character in Northern California.
Effective fall 2007, the College's enrollment was 4,172 students, of which 2,489 were traditional
undergraduates including 1,506 students living on campus. The College currently employs
approximately 535 full-time and part-time faculty, and 450 full-time and part-time staff employees. In
2012-2013, the College will mark its 150th anniversary, and the 85th year of its location in Moraga.
The Brothers of the Christian Schools, founded by St. John Baptist De La Salle in France in
1680, are members of a Catholic religious lay order who live in community and devote their lives to
Christian education. Forming the largest teaching congregation in the Catholic Church, with some
9,000 members teaching 830,000 students in 70 countries, the Brothers bring to their teaching a 327
year tradition of religious dedication, educational philosophy, scholarly preparation and an eagerness
to share with students the excitement of learning focused education guided by the College's
Catholic, Lasallian and Liberal Arts traditions.
The Students of the College: Reflecting the long Lasallian tradition of a Christian liberal arts
education oriented to the needs of students, at various times in its history the College has included a
Law School, a School of Extended Education, a Pre-Nursing Program and an Engineering
Department, as well as programs focusing specifically on the humanities. The expansion of both
student population and academic programs has reflected the learning and educational needs of
students for which the College exists.

•

The Faculty and Staff of the College are composed of lay employees, brothers, and from time to
time, priests and sisters. Members of the faculty are hired and promoted primarily for their
dedication to and skill as teachers. In general, the size of the College and the interests and
dedication of its employees offer opportunities for an extraordinarily interactive and personal
relationship with students. Members of the staff are employed across the campus, in services and
departments such as the Registrar's office, Financial Aid, Communications, Student Life, Public
Safety, Academic Departments, Athletics and Recreational Sports, the Library, Art Gallery,
Academic Advising and Achievement, Advancement, Alumni Services, Business Office, Buildings
and Grounds, computer services (CaTS), and Human Resources. All employees of the College are
dedicated to providing excellent services and to enhancing and safeguarding the resources of the
College.
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SAINT MARY'S COLLEGE MISSION STATEMENT
In the twenty-first century, Saint Mary's College celebrates the three traditions which have
sustained it since its earliest years and seeks its future in them: the classical tradition of liberal
arts education, the intellectual and spiritual legacy of the Catholic Church, and the vision of
education enunciated by Saint John Baptist De La Salle and developed by the Brothers of the
Christian Schools and their colleagues in a tradition now more than 300 years old.
The Mission of Saint Mary's College is:
to probe deeply the mystery of existence by cultivating the ways of knowing and the arts of thinking.
Recognizing that the paths to knowledge are many, Saint Mary's College offers a diverse
curriculum that includes the humanities, arts, sciences, social sciences, education, business
administration and nursing, serving traditional students and adult learners in both
undergraduate and graduate programs. As an institution where the liberal arts inform and
enrich all areas of learning, it places special importance on fostering the intellectual skills and
habits of mind which liberate persons to probe deeply the mystery of existence and live
authentically in response to the truths they discover. This liberation is achieved as faculty
and students, led by wonder about the nature of reality, look twice, ask why, seek not merely
facts but fundamental principles, strive for an integration of all knowledge, and express
themselves precisely and eloquently.

•

to affirm and foster the Christian understanding of the human person which animates the educational
mission of the Catholic Church.
Saint Mary's College holds that the mystery which inspires wonder about the nature of
existence is revealed in the person of Jesus Christ giving a transcendent meaning to creation
and human existence. Nourished by its Christian faith, the College understands the
intellectual and spiritual journeys of the human person to be inextricably connected. It
promotes the dialogue of faith and reason; it builds community among its members through
the celebration of the Church's sacramental life; it defends the goodness, dignity and
freedom of each person, and fosters sensitivity to social and ethical concerns. Recognizing
that all those who sincerely quest for truth contribute to and enhance its stature as a Catholic
institution of higher learning, Saint Mary's welcomes members from its own and other
traditions, inviting them to collaborate in fulfilling the spiritual mission of the College.
to create a student-centered educational community whose members support one another with
mutual understanding and respect.
As a Lasallian college, Saint Mary's holds that students are given to its care by God and that
teachers grow spiritually and personally when their work is motivated by faith and zeal. The
College seeks students, faculty, administrators and staff from different social, economic, and
cultural backgrounds who come together to grow in knowledge, wisdom and love. A
distinctive mark of a Lasallian school is its awareness of the consequences of economic and
social injustice and its commitment to the poor. Its members learn to live their responsibility
to share their goods and their service with those who are in need, a responsibility based on
the union of all men and women in the world today and on a clear understanding of the
meaning of Christianity.

o

(From: The Brothers of the Christian Schools in the World Today: A Declaration).
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I. KEY EMPLOYMENT POLICIES AND CONDITIONS OF EMPLOYMENT
A. SAINT MARY'S RIGHT TO AMEND ITS POLICIES AND REVISE ITS PROCEDURES AND
PRACTICES

•

This Handbook has been developed to provide staff with general guidelines about many Saint
Mary's College policies, and procedures; however, it does not contain promises to any individual
employed at or assigned to the College about how any particular circumstance will be
addressed. None of the policies in this Handbook is intended to create contractual rights or
obligations, nor to be construed as a guarantee of employment for any specific period of time or
in any specific position. The College reserves the right, with or without notice (when not
otherwise required by law), to amend, revise, revoke, modify, delete or add to any and all
policies, procedures, work rules or benefits stated in this Handbook.
The Human Resources Department will provide reasonable notice to staff employees regarding
significant changes to this Handbook via email that will direct employees to the Handbook on
the HR website to review the most up-to-date policies and procedures. The Handbook
supersedes all previously issued handbooks, procedures or policy statements (oral or written),
including but not limited to those that may be inconsistent with the policies and procedures
described in this Handbook, as amended from time to time, and no oral statements or
representations can in any way alter the provisions of this Handbook unless approved in
advance and in writing by the President of the College in consultation with the Director of
Human Resources
B. AT-WILL EMPLOYMENT
Your employment with Saint Mary's is at-will. This means that employment at the College may
be ended at any time by either the College or the employee, with or without cause and with or
without notice. No implied contract concerning any employment-related decision or term or
condition of employment can be established by any other statement, conduct, policy or practice.
Absent independent contractual obligations or applicable law, nothing in this Handbook or any
other document or statement limits Saint Mary's right to end employment at will, in its discretion.
Only the President or the President's authorized designee has authority to enter into an
agreement for employment for any specified period of time, or to make an agreement for
employment other than at-will. Any such agreement must be in writing and signed by the
President; any other purported agreements are of no binding effect on the College.

•

C. COVERAGE, TERMS AND CONDITIONS OF EMPLOYMENT
The policies in this Handbook generally describe employment, appointment, retention,
advancement and termination for all staff, full-time and part-time, regular and temporary,
including executive, managerial, professional, athletic coaches and support staff, and faculty
while holding a staff or administrative position or appointment. These policies do not apply to
faculty appointed solely to teach (tenured, tenure-track or non-tenure track), who are covered by
the Faculty Handbook.
Terms and conditions of employment are set forth in:
•

•

Job offer confirmation letter: individual letter of employment or promotion, providing start
date, position and specifying employment at-will (for an indeterminate period of time),
issued only by the Director of Human Resources or her/his designee; or,
This Handbook, or
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•

•

•

An employment contract for a specific period of time signed by the President of the
College

Some cabinet-level staff employees and athletic coaches have employment contracts for
specific periods of time. Subject to the notice required by the specific terms of such contracts,
the College has no obligation to offer another employment contract following the expiration of
the specified term. All other staff receive individual letters of employment that specify that their
employment is at-will and that they or the College may terminate the employment relationship at
any time with or without cause or notice. Employees hired before offer letters expressly
described employment as at-will are nonetheless employed at-will unless they have a current
individual employment contract signed by the President of the College. There is no right to
tenure associated with holding any staff position or performing any staff responsibilities at Saint
Mary's.
D. EQUAL EMPLOYMENT OPPORTUNITY
Saint Mary's is an equal opportunity employer, and does not tolerate any type of unlawful
discrimination. Saint Mary's makes employment decisions on the basis of merit and seeks the
most appropriate person for every job, taking into account an applicant's qualifications for the
position relative to other candidates, and an indication of willingness to support the traditions of
the College, including its Catholic identity.

•

College policy prohibits discrimination based on race, color, religion, national origin, ancestry,
age, gender, sexual orientation, marital status, medical condition, physical or mental disability,
gender stereotyping, taking a protected leave (e.g. family medical or pregnancy leave), or on
any other basis protected by applicable laws. It also prohibits unlawful discrimination based on
the perception that anyone has any of these characteristics, or is associated with a person who
has or is perceived as having any of these characteristics. All such discrimination can be
unlawful when it is severe or pervasive enough to affect a reasonable employee's job.
Saint Mary's is committed to complying with all applicable laws providing equal employment
opportunities and a workplace free from discrimination and retaliation.
E. POLICY PROHIBITING DISCRIMINATION, HARASSMENT, INCLUDING SEXUAL, AND
RETALIATION
Saint Mary's College of California is committed to creating and maintaining a community in
which all persons who participate in Saint Mary's programs and activities can work and learn
together in an atmosphere free of all forms of discrimination, exploitation, intimidation or
harassment, including sexual, based on a legally protected characteristic or status. Every
member of the Saint Mary's community should be aware that Saint Mary's will not tolerate
harassment or discrimination based on race, color, religion, national origin, ancestry, age,
gender, sexual orientation, marital status, medical condition, physical or mental disability,
gender stereotyping, taking a protected leave (e.g. family medical or pregnancy leave), or on
any other basis protected by applicable laws. Such behavior is prohibited both by law and by
Saint Mary's policy.

•

It is Saint Mary's intention to take whatever action may be needed to prevent, correct, and if
necessary, discipline behavior which violates this Policy, which may include suspension,
termination, expulsion, or another sanction appropriate to the circumstances and violation. All
members of the Saint Mary's community, including faculty, staff, students, and volunteers are
responsible for maintaining an environment that is free of sexual harassment and other forms of
discrimination, harassment and retaliation as described in this Policy.
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1. Definition of Sexual Harassment
Sexual harassment is a form of sex discrimination that is illegal under both federal and state
laws. It can be verbal, non-verbal, visual, or physical. Although what constitutes sexual
harassment will vary with the particular circumstances, it is defined as follows:

•

Unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct
of a sexual nature when:
•
•
•

Submission to such conduct is made either explicitly or implicitly a term or condition of
instruction, employment, or participation in a College activity; or
Submission to or rejection of such conduct by an individual is used as a basis for
evaluation in making academic or personnel decisions affecting that individual; or
Such conduct has the effect of unreasonably interfering with an individual's performance
or creating an intimidating, hostile, or abusive working or learning environment.

Sexual harassment does not include verbal expression or written material that is relevant and
appropriately related to course subject matter or curriculum, and nothing in this policy is
intended to interfere with Saint Mary's educational mission or academic freedom, e.g., the ability
of a teacher or student to examine examples of harassment appropriate to a particular subject.
A determination of whether particular conduct creates an intimidating, hostile or abusive work or
learning environment is assessed from the point of view of a reasonable person in the
complainant's position. Such a determination also takes into account the totality of the
circumstances, including, but not limited to, the following:
•
•
•
•
•
•

the frequency of the offensive conduct;
its seriousness;
whether it is physically threatening or humiliating;
the location of the conduct and the context in which it occurred;
the degree to which the conduct affected the education or employment environment;
and
the relationship between the parties and their positions at Saint Mary's.

•

2. Examples of Conduct That May Be Sexual Harassment
Examples of verbal, physical or visual conduct that may be sexual harassment include, but are
not limited to:
•
•

•
•

•

•
•

direct propositions of a sexual nature;
sexual innuendoes and other seductive behavior, including subtle pressure for sexual
activity such as repeated, unwanted requests for dates, and repeated inappropriate
personal comments, staring, or touching;
direct or implied threats that submission to sexual advances will be a condition of
employment, promotion, grades, etc;
conduct (not legitimately related to the subject matter of a course or curriculum, if one is
involved) that has the effect of discomforting, humiliating or both, and that includes one
or more of the following:
comments of a sexual nature, including sexually explicit statements, questions, jokes,
anecdotes, or graphic material (e.g., visuals, such as screen savers, which are sexually
explicit);
unnecessary or unwanted touching, patting, massaging, hugging or brushing against a
person's body or other conduct of a physical nature;
remarks of a sexual nature about a person's clothing or body;
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•

•

•
•
•
•
•

•
•

insulting sounds or gestures, whistles, or catcalls;
invading someone's personal space or blocking her/his path;
unwelcome and inappropriate letters, telephone calls, electronic mail, instant or text
messaging, or other communications;
displaying sexually suggestive objects, pictures, cartoons or posters (e.g. screen
savers).
a consensual romantic or sexual relationship which:
o causes adverse treatment of third parties; or
o creates a hostile or intimidating working or learning environment for third parties;
stalking (which is also criminal behavior);
sexual assault (which is also criminal behavior).

Some conduct that may appear to be consensual may also be unacceptable.
Sex/gender-based discrimination, which may include acts of verbal, nonverbal, or physical
aggression, intimidation, or hostility based on a person's gender or gender-based
characteristics, but not involving conduct of a sexual nature (e.g., the repeated sabotaging of
female students' laboratory experiments by male students), may be a form of sex discrimination
prohibited by law. While sex/gender-based discrimination may be distinguished from sexual
harassment, acts of sex/gender-based discrimination may contribute to the creation of a hostile
work or academic environment. Thus, a determination of whether a hostile environment due to
sexual harassment exists may take into account acts of sex/gender-based discrimination.

•

Not all sexual harassment occurs between persons of differing power. Sexual harassment may
also occur between peers. In addition, while the majority of reported cases of sexual
harassment involve a male harassing a female, sexual harassment may also involve a female
harassing a male, or an individual harassing a person of the same gender.
Employees who engage in conduct in violation of this policy are acting outside the scope of their
employment responsibilities and, in addition to discipline including termination of their
employment, may be subject to individual legal liability and damages for their actions.
NOTE: Nothing in Saint Mary's policy prohibiting sexual harassment should be construed to
prevent employees from rigorously challenging fundamental beliefs held by students and
society. However, employees may not interject into the academic setting sexual material that is
unrelated to any legitimate educational objective or allow the educational setting to be so
sexually charged that Saint Mary's students are prevented from effectively participating in the
academic environment.
3. Retaliation and/or Violation of Interim Protections
Threats or other forms of intimidation and/or retaliation against a student or employee for
bringing a complaint of alleged discrimination, harassment (including sexual or sexual assault)
or of any other violations of College policies, including but not limited to the Student Code of
Conduct, are prohibited. This prohibition includes threats or other forms of intimidation and/or
retaliation against the family or friends of a student or employee who brings a complaint under
this policy, or those who assist a student or employee in bringing a complaint, or those who
participate in an investigation and/or student discipline process for an alleged violation of the
Student Code or other policy.

•

Retaliation is a violation of College policy and may also be a violation of the law. An allegation
of retaliation constitutes an independent basis for investigation and imposition of sanctions on
the retaliating student or employee if determined to have occurred. All conduct that is believed
to constitute retaliation should be reported immediately to the Dean of Students Life (when the
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individual alleged to have engaged in retaliation is a student or student visitor) or to the Director
of Human Resources (when the individual alleged to have engaged in retaliation is an employee
(faculty and staff) or visitor to the College (e.g., contractors, vendors, volunteers or non-student
guests). The reporting procedures described below also apply to allegations of retaliation.
Interim protections mean steps the College takes to reasonably protect employees and students
during an investigation and/or student discipline process.

•

4. Reporting Procedures and Resources for Addressing Complaints of Discrimination,
Harassment, Including Sexual, and Retaliation
Saint Mary's has in place internal procedures to investigate and address complaints of
discrimination, harassment (including sexual) and retaliation as described in this Policy. These
procedures are intended to assure fairness and to maintain confidentiality in the process of
responding to complaints.
Complaints of discrimination and harassment, including sexual harassment or sexual assault,
based on the protected characteristics listed above and/or retaliation involving students or
student visitors should be reported promptly to the Dean of Students who will initiate the
appropriate student discipline process to address those complaints.
Complaints of discrimination, harassment, including sexual harassment or sexual assault,
based on the protected characteristics above and/or retaliation that involve employees (faculty
and staff) or visitors to the College (e.g., contractors, vendors, or non-student guests) should be
reported promptly to the Director of Human Resources, who is responsible for overseeing Saint
Mary's compliance with this Policy and who will determine the appropriate next step for
investigation and resolution. In the case of conduct involving a faculty or staff member or a
visitor, then the conduct may be reported initially to the Dean of Students in addition to, or
instead of, the Director of Human Resources.
All members of the Saint Mary's community shall cooperate fully with the Director of Human
Resources in the fulfillment of her/his responsibilities.

•

In addition, individuals who believe they have experienced discrimination, harassment, including
sexual harassment or sexual assault, based on the protected characteristics listed above and/or
retaliation are also free to contact the Equal Employment Opportunity Commission and/or the
California Department of Fair Employment and Housing and/or the US Department of
Education's Office of Civil Rights to pursue external legal remedies.
5. Sexual Harassment/Non-Discrimination Seminars
Saint Mary's holds seminars during each academic year covering sexual and other forms of
illegal harassment and discrimination. Throughout each academic year, students have the
opportunity to attend programs regarding discrimination and sexual harassment, including
sexual assault. Except as described below, all employees must attend one such on-campus
seminar in this area per academic year (defined as July 1 to June 30). Lecturers and adjunct
faculty who have difficulty attending on-campus seminars due to either geographic distance
from Moraga and/or evening teaching schedules during the academic year, as well as staff who
work only at off-campus locations (excluding the Rheem campus), may comply with this
requirement by completing an on-line sexual harassment seminar offered by the College once
every two academic years. Employees who are on an approved and/or legally mandated leave
during the academic year are not required to fulfill this requirement while on that leave, but will
be expected to do so in the next academic year following their return from such leave
Except for those faculty and staff described above, failure of a tenure-track or tenured faculty
or staff member to attend an on-site College-sponsored sexual harassment seminar during
Saint Mary's College of California - Staff Handbook November 2007

8

•

•

each academic year, when offered, as evidenced by the absence of a record of attendance
at such seminar, may result in the Board of Trustees declining to indemnify (i.e., pay any
judgment against or settlement on behalf of the individual), to the extent permitted by law, the
faculty or staff member should a claim for discrimination, including but not limited to sexual
harassment, or retaliation be brought against that faculty or staff member.
Except for those faculty and staff as described above, failure of a non-ranked faculty member
(e.g., adjunct, lecturer) to attend an on-site College-sponsored sexual harassment seminar
during each academic year, when offered, as evidenced by the absence of a record of
attendance at such seminar, may result in the Board of Trustees declining to indemnify (i.e.,
pay any judgment entered against or settlement on behalf of the individual), to the extent
permitted by law, the faculty member should a claim for discrimination, including but not
limited to sexual harassment, or retaliation be brought against that faculty member, as well
as precluding that non-ranked faculty member from being considered for or offered another
faculty appointment at the College.
6. Sanctions:

Employees who engage in conduct in violation of this policy are acting outside the scope of their
employment responsibilities and, in addition to discipline up to and including termination of their
employment, may be subject to individual legal liability and damages for their action.
F. QUALIFIED INDIVIDUALS WITH DISABILITIES AND REASONABLE ACCOMMODATION

•

To comply with laws providing equal employment opportunities to qualified individuals with
disabilities, the College will make reasonable accommodations for the known physical or mental
limitations of an otherwise qualified individual with a disability who is an employee, unless undue
hardship on the College would result. If you need an accommodation in order to perform the
essential functions of your position, contact the Director of Human Resources on x4212 to
trigger the evaluation process. With your assistance, the College will identify the challenges that
might make it difficult for you to have an equal opportunity to perform the essential functions of
your job and will identify possible reasonable accommodations, if any, that will help address the
limitation. If the accommodation is reasonable and will not impose an undue hardship on the
College, Saint Mary's will make the accommodation.
G. WHISTLEBLOWER POLICY: FRAUDULENT OR DISHONEST CONDUCT
Saint Mary's College of California, reflecting its Lasallian and Catholic values, expects that its
faculty, staff and students will act in a manner that is consistent with those values in their use
of College resources and property.
To protect the integrity of Saint Mary's learning community and to ensure the highest
standards of conduct by and among members of that community, the College will investigate
any possible fraudulent or dishonest use or misuse of College resources or property by
faculty, staff, or students. Anyone found to have engaged in fraudulent or dishonest conduct
is subject to disciplinary action by the College up to and including dismissal or expulsion, and
civil or criminal prosecution when warranted.

•

All members of the College community are encouraged to report possible fraudulent or
dishonest conduct. An employee should report his or her concerns to a supervisor,
department chair or program director. If for any reason an employee finds it difficult to report
his or her concern to a supervisor or department or program chair, the employee can report it
directly to the area Vice President, Vice Provost or Dean of the employee's school.
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Students should report any concerns to the Dean of Student Life. Those receiving reports of
suspected fraudulent or dishonest conduct involving employees are required to report such
conduct to the Director of Human Resources; in the case of students, those receiving such
reports (e.g., the Dean of Students) are required to report such conduct to the Vice Provost
for Student Life.

•

1. Definitions:
1. Whistleblower: An employee or student who informs one or more of the individuals
identified in the policy statement above about an activity that the employee or student
believes to be fraudulent or dishonest.
2. Baseless Allegations: allegations made with reckless disregard for their truth or
falsity. Individuals making such allegations may be subject to the appropriate College
disciplinary action and/or legal claims by the individuals accused of such conduct.
3. Fraudulent or Dishonest Conduct: a deliberate act or failure to act with the intention
of obtaining an unauthorized benefit. Examples of such conduct include, but are not
limited to:
•
•
•
•
•
•
•

Forgery or alteration of documents
Unauthorized alteration or manipulation of computer files
Fraudulent financial reporting
Pursuit of a benefit or advantage that would create a conflict of interest with one's
responsibilities or obligations as a member of the College community
Misappropriation or misuse of College resources, such as funds, supplies, or
other assets or property.
Authorizing or receiving compensation for goods not received or services not
performed.
Authorizing or receiving compensation for hours not worked.

2. Whistleblower Protections:

•

The College will use best efforts to protect whistleblowers against retaliation, as described
below. The College cannot guarantee absolute confidentiality, however, and there is no such
thing as an "unofficial," "informal," or "off the record" report. The party to whom such conduct
is reported, will keep the whistleblower's identity confidential, unless:
•
•
•
•

the whistleblower(s) agrees to be identified;
identification is necessary to allow the College or law enforcement officials to
investigate or respond effectively to the report;
identification is required by law; or,
the individual accused of violations of this policy is entitled to the information as a
matter of procedural and/or legal right in disciplinary actions.

College employees and students are prohibited from retaliating against a whistleblower with
the intent or effect of adversely affecting the terms or conditions of employment or enrollment
(including, but not limited to, threats of physical harm, loss of job, punitive work assignments,
or impact on salary or wages, or the access to educational benefits).
Whistleblowers who believe they have been retaliated against may file a written complaint
with the Director of Human Resources if an employee is involved, or with the Dean of
Students if a student is involved. This protection from retaliation is not intended to prohibit the
individuals identified above (for receiving such reports of improper conduct) from taking
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•

action, including disciplinary action, in the usual scope of their duties and responsibilities that
are based on valid employment- or student-related factors.
Whistleblowers must be cautious to avoid baseless allegations (as described earlier in this
policy).
3. Whistleblower Procedures
The Director of Human Resources, or her/his designee, shall conduct or direct the
investigations of all suspected fraudulent or dishonest conduct with such College officials as
may be necessary or appropriate at the discretion of the Vice President for Finance.
In the case of suspected student conduct reported under this policy, the Dean of Students or
his/her designee either investigates the suspected conduct or may refer the investigation of
such suspected conduct to the College's Disciplinary Hearing Board ("DHB"), consistent with
policies and procedures in place to investigate allegations of violations of student conduct
policies.
Cases involving possible violation of criminal law will be investigated in cooperation with the
Director of Public Safety or his/her designee.
If the facts reported could be a violation of this policy, the Director of Human Resources or
her/his designee or, in the case of students, the Dean of Students, will provide the individual
making the accusation with a copy of this policy and review its terms.
If the Director of Human Resources or her/his designee or, in the case of students, the Dean
of Students or the DHB, determines that fraudulent or dishonest conduct occurred, the
appropriate College disciplinary steps will be invoked consistent with applicable College
policies.
If it is determined that a violation of this policy has not occurred, the Director of Human
Resources or the Dean of Students will explain to the person who has reported the concern
or conduct the reason for the determination and advise the person of other available
reporting channels, (administrative (to appropriate government agencies) or criminal (to
appropriate law enforcement agencies)). Consistent with the requirements of California law,
the College posts in Filippi Hall near the Human Resources Department, a toll free number
for reporting violations of a state or federal statute or regulation to a government or law
enforcement agency, or retaliation by the College for making such disclosures.
H. NOTIFICATION WITH REGARD TO THE JEANNE CLERY DISCLOSURE OF CAMPUS
SECURITY POLICY AND CAMPUS CRIME STATISTICS ACT OF 1998, AND THE CAMPUS
SEX CRIMES PREVENTION ACT

•

As provided by the Jeanne Clery Disclosure of Campus Security Policy and Campus Crime
Statistics Act of 1998, Saint Mary's College of California through its Department of Public
Safety, annually provides notice and makes available copies of the Annual Security Report, to
the campus community, prospective students, employees and the public. Each Security Report
includes statistics for the past three years concerning crimes and incidents (whether they
occurred on campus, in off-campus building and property owned or controlled by the College, or
on public property adjacent to campus) reported to campus security authorities. Each Security
Report also provides campus policies and practices concerning security — how to report sexual
assaults and other crimes, crime prevention efforts, policies/laws governing alcohol and drugs,
victims' assistance programs, student discipline, college resources, and other matters. The
Security Report is publicly available electronically at
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http://www.stmarys-ca.edu/aboutisafety/02report.pdf; in person from the Department of Public
Safety, Administrative Office, Siena Hall; or by mail or telephone request: to the Department of
Public Safety, P.O. Box 3111, Moraga, CA 94575-3111, (925) 631-4052.
In addition, as provided by the Campus Sex Crimes Prevention Act, the Contra Costa County
Sheriffs Office maintains a Megan's Law database of sex crime offenders, which information
may be obtained from the Sheriffs office located at 500 Court Street, Martinez, MondayFriday, 9:00 a.m. to 4:00 p.m., or through the California Department of Justice website which
lists designated registered sex offenders in California at http://meganslaw.casiov.

•

I. FAMILY EDUCATION RIGHTS AND PRIVACY ACT OF 1974 (FERPA)
The Family Education Rights and Privacy Act of 1974 (FERPA) grants all students enrolled in
institutions of higher education (even if younger than 18 years old) significant rights of access to
their educational records. FERPA also protects the privacy of these records and requires the
College to inform all students of their FERPA rights, which usually occurs through the Office of
the Registrar. Students who wish access to any written records directly concerning them shall
submit their request to the Office or Department holding the records they wish to access. That
Office or Department will review each request and approve requests that are proper.
Employees do not have the authority to release grades or other educational records (either
orally or in writing) to anyone other than appropriate College officials who have a legitimate
educational interest in the information (e.g., an advisor or Dean); they may not release grades
or other educational records (e.g., most student disciplinary records) to parents or guardians
without the student's prior written consent. Although parents or guardians of a student who is
claimed by them as a dependent for federal tax purposes hold the right of access to the
student's records, they must have on file with the College proof (e.g. a copy of their most recent
federal tax return). A determination of tax dependency by an employee usually cannot be made
without consultation with other College personnel, (e.g. Business Office and/or Registrar's
Office).

•

Educational records include not only hard copy information or data about a student, but also
information contained in such records about that student, including information taken from the
record (oral or written) that reasonably identifies the student to others.
Any consent to disclose educational records, either oral or written, must be signed, dated,
specify the purpose of the information to be disclosed, to whom and the effective period of such
disclosure (e.g., from 9/1/05 to 12/31/06). In addition, the College has a duty to make sure that
any person who receives information (e.g., any appropriate College official who has a legitimate
educational interest) regarding a student's educational records is advised that the information
may be used only for the purpose for which the disclosure was made and that the information
cannot be re-disclosed without the further written consent of the student.
Any specific questions or concerns regarding the applicability of FERPA in a particular
circumstance should be directed to either the Registrar, Director of Human Resources, Vice
Provost for Student Life, or Office of General Counsel.
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II. EMPLOYEE CONDUCT AND RESPONSIBILITIES
Saint Mary's strives to provide a work environment and learning community that is productive,
pleasant and characterized by mutual respect. The College requires all members of its community
to conduct themselves professionally, responsibly, ethically and with civility in their dealings with
other members of the community and with the public.
A. PROFESSIONAL CONDUCT

1. Courtesy and Civility
Each employee is likely to be perceived as a representative of Saint Mary's College when
interacting with co-workers, students or the public; the public forms impressions of the College
based on their contacts with College employees. Accordingly, courtesy towards the public
(visitors, parents, etc.), toward all members of the College community and to citizens of the
surrounding towns is of the utmost importance. Not only does a positive, pleasant attitude make
the time spent at the College more meaningful and foster a better working and learning
environment for everyone, it also provides the opportunity to put forward a positive impression
on people inside and outside the College community.
2. Support of the College's Values and Respect for College's Property:

•

Employees are expected to be familiar with the College's values and mission, and are expected
to promote and support those values and interests by adhering to the College's policies and
procedures and by safeguarding the College's image and physical and intellectual property.
Violations of College policies, misuse of the College's services or resources, misuse of the
College's seal or name and misuse of or intentional damage to the College's assets or personal,
real or intellectual property is prohibited.
B. CONFLICTS OF INTEREST POLICY

Faculty and staff, as employees of Saint Mary's College, occupy a position of trust and
responsibility as members of the College community. Therefore the College and its employees
have obligations to students, parents, donors and others to use College resources responsibly
and for designated business purposes. In meeting its mission, values and other obligations as a
non-profit institution of higher education, the College expects all of its employees to carry out
their responsibilities with the highest level of integrity and ethical behavior, and without conflicts
of interest.
1. Potential Conflicts of Interest

•

Employees of the College are expected to perform their work-related and professional duties in
the best interests of the College, to the extent permitted by law. While performing these duties,
an employee must not put the interests of any individual, agency, organization, or association
above the best interests of the College. This means, among other things, that an employee is
not to engage in any activity or transaction that could influence or cause them not to act in the
bests interests of the College, including, without limitation, any personal business transaction or
private arrangement for personal profit which arises out of or relates to a position of authority
with the college or is available because of the confidential information obtained by reason of
such position of authority. For purposes of this policy, "personal" means the employee, any
member of his or her immediate family (spouse, parents, children, siblings, domestic partners)
and any entity with which he or she may be associated.
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2. Disclosure Responsibility
Employees must disclose to the President in writing, at the time a conflict is identified or
develops, any financial, ownership or management interest in any entity engaged either in the
delivery of educational services, or in the delivery of goods or services of any kind to the
College. Employees with questions about the applicability of this Policy in a given situation are
encouraged to contact the Provost, Vice President for Finance or Director of Human Resources.
Examples of potential conflicts of interests and forms for disclosing potential conflicts of interests
are available from the Director of Human Resources.

•

3. Outside Employment
Employees must refrain from participation in a transaction or effort that could result in personal
profit, except upon the written prior approval of the President. This prohibition includes, but is
not limited to, work outside the College, regardless of the level of compensation to the
employee, that is determined to interfere with the employee's work-related and/or professional
responsibilities of the College. While the College does not prohibit staff from holding outside
employment, such employment must not create a conflict of interest with the College or interfere
with the person's employment responsibilities to the College. Such determination shall be made
by the President, in consultation with the employee's immediate supervisor, Provost and/or area
Vice President and/or Vice Provost, and the Director of Human Resources.
4. Gifts, Favors, Service, Compensation or Benefit
An employee may not accept any gift, favor, service, compensation, or benefit of any kind from
any person or entity who can influence the exercise of the employee's professional judgment to
act in the best interests of the College, consistent with the person's obligations as an employee
of the College. Items of minimal value (defined as having a value of $100 or less) are not
included within the Policy. Likewise, financial inducements and rewards that flow from a
person's work-related duties and professional obligations as an employee of the College and as
a member of the Saint Mary's community, including but not limited to grants, travel money,
honoraria, that may result in conflicts of interest must be disclosed to the employee's direct
supervisor prior to being pursued, received and/or accepted.

•

5. Reporting Relationships
Members of the same family may not be employed in a situation where one member of the
family works under the administrative supervision of another, nor may one participate in any
employment, salary, or other important decision regarding an immediate family member or
person with whom the employee is in an amorous relationship (see College's Amorous
Relationships Policy). For purposes of this policy, "family member" includes the employee, any
member of his or her immediate family (spouse, registered domestic partner, parents, children,
siblings). Any exceptions to this requirement must be reviewed with the Director of Human
Resources, and approved by the appropriate area Vice President or the Provost.
6. Sanctions
Violations of the College's Conflicts of Interest policy will result in appropriate disciplinary action
up to and including suspension without pay, transfer, demotion, termination of employment,
cessation or prohibition of business with a vendor, and/or other appropriate remedies.
Employees with questions about the applicability of this Policy in a given situation should
contact the Director of Human Resources.
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C. DUTIES OWED TO THE COLLEGE

Employees are expected to devote their working hours exclusively to job-related duties
assigned or supported by their supervisor, that contribute to the goals and objectives of Saint
Mary's College. During working hours, employees may not engage in other employment or
activities, including but not limited to personal business, another employee's personal business,
non-professionally-related volunteer work, teaching, consulting or any other activity which might
interfere with the performance of the employee's regular duties without first obtaining written
permission from the Director of Human Resources, who will consult with the employee's
supervisor(s), which may include the appropriate area Vice President, Provost or the President.
The employee's failure to obtain this permission, at least annually, may be cause for disciplinary
action, up to and including termination.
D. POLITICAL ACTIVITY
The College's status as a California not-for-profit public benefit corporation prohibits partisan
political activity by employees in the workplace or when acting in their College-related official
capacities. Employees must refrain from making or offering payments, gifts or services to or for
the benefit of any governmental or accrediting agency official, employee or designee who is in a
position to influence directly or indirectly, any government or accrediting agency action or
decision, as well as from making or soliciting contributions in the name of or on behalf of the
College or with College funds, services or facilities in any form to, or in the aid of, any political
party, group, candidate or partisan cause.
E. NON-SOLICITATION
Employees may not solicit, distribute, or receive solicitation materials during working time or in
work areas. Work areas generally exclude eating areas, parking lots or employee lounges.
Working time excludes unpaid lunch breaks or any other specified period during the workday
when employees are not engaged in performing their work tasks.
F. SOLICITATION OF CASH GIFTS
All solicitations of cash gifts from Saint Mary's College alumni, parents, friends or any other third
parties must receive prior written approval from the Vice President of Advancement or his/her
designee. Appropriate College processes, as defined by the V.P. of Advancement, must be
followed.
G. DEPARTMENTAL WORK RULES
Departments may have their own work rules, as long as they are within the law and not in
conflict with any policy or procedure described in this Handbook. Any such conflicts will be
decided by the Director of Human Resources or her/his designee, in favor of this Handbook.
H. TELECOMMUTING POLICY
1. Rationale:

•

In appropriate and limited circumstances, Saint Mary's may provide alternatives to enable
staff employees to telecommute (work from home or an alternate location) for no more than
20% of their work week, after taking into consideration the campus service requirements of
the position, and the needs, requirements and/or constraints of both the department and the
employee. Any exception(s) to this limitation require the written approval of the Director of
Human Resources, whose decision in such matters is final. Telecommuting is a cooperative
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employment arrangement between the College and the employee, and must be approved in
writing by the employee's supervisor, the area Vice President and the Director of Human
Resources or designee, prior to being implemented.

•

2. Suitability for Telecommutinq
In general, Saint Mary's does not encourage ongoing telecommuting arrangements because
the employee not working on campus loses the community interaction that makes Saint
Mary's a special place to work. Also, most positions are not suitable for telecommuting. Jobs
best suited are those that require independent work and minimal face-to-face interaction,
result in a specific, measurable work product, and benefit from quiet and uninterrupted time.
These jobs typically consist of thinking and writing (writing decisions and reports), and
computer-oriented tasks (programming or data analysis). Jobs typically not suitable for
telecommunicating include those that provide office or counter coverage, supervisory
positions, or where face-to-face contact is an essential requirement of the job. Individuals
approved to telecommute should have proven time-management skills and a demonstrated
history of independent and effective work performance.
3. Procedures
The employee who wishes to initiate telecommuting should talk with his/her supervisor. If the
arrangement is deemed reasonable and the director of the department supports the
arrangement, the employee, supervisor and/or department director should meet with the
Director of Human Resources or her/his designee to discuss the arrangements and, with the
agreement of the HR Director, sign a Telecommuting Agreement ("Agreement"). A copy of
this Agreement will be placed in the employee's personnel file. NOTE: an Agreement is not
required for incidental telecommuting resulting from emergencies or for relatively brief reportwriting tasks, however, supervisor approval is required in all instances. Telecommuting is a
business arrangement between the College and the employee that is not triggered by a
medical condition or a disability, e.g., a leave of absence or reasonable accommodation.
NOTE: for procedure to request telecommuting as a reasonable accommodation, see
Section I. Paragraph F: Qualified Individuals with Disabilities and Reasonable
Accommodation.

•

4. Requirements
a. The employee will remain obligated to comply with all College and departmental
policies and procedures.
b. Telecommuting is not intended to be used as a substitute or supplement for ongoing
childcare or care of family members. (Saint Mary's policy on Family and Medical
Leave has provisions for care of family members under some circumstances)
Although an individual employee's schedule may be modified to accommodate
childcare needs, the focus of any telecommuting arrangement must remain on
College work and meeting departmental and College needs. Prospective
telecommuters are encouraged to discuss expectations of telecommuting with family
members prior to entering into a trial period.
c. A telecommuting employee who is unable to perform his/her duties on a designated
telecommuting day is required to follow their department's call-in procedure to notify
their supervisor.
d. The telecommuting employee is expected to be accessible by phone or e-mail within
a period of time agreed upon by the supervisor and employee. The supervisor may
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require a telecommuting employee to return to the office on a day normally
scheduled for telecommuting, should the department needs or work situation warrant
such an action.
e. The College may, but is not obligated to, provide off-site computers and other
necessary equipment to make it possible for the employee to telecommute. In
addition, the employee's personal home computer, when used for work-related
purposes under any scenarios, may be subject to discovery should the matter on
which the employee worked be subject to a legal process involving the College.
f. Existing time-recording procedures, including time off and leave records must
be maintained for all employees including telecommuters: Attendance or
Absence forms must be completed by the telecommuter, signed by the
employee's supervisor, and submitted as usual. All Agreements must conform
to the overtime and record keeping provisions of the Fair Labor Standards Act
(FLSA) for staff members covered by those provisions. Therefore, although
exempt employees may be managed by results, supervisors must ensure
accurate recording of hours worked. Non-exempt employees who
telecommute are to work overtime only when directed and approved by the
supervisor in advance. Working overtime without such approval may result in
termination of the Agreement and/or other appropriate action.
g. Telecommuting agreements must have a start and end date, and be renewed at
least annually.
5. Information Security
Employees must take precautions necessary to secure confidential and/or privileged
information and prevent unauthorized access to College systems and abide by all College
and departmental policies. For more detail, see the Technology Use Policy and the Staff
Handbook sections on Professional Conduct, Prohibited Conduct, Confidentiality of College
Related Information, and College Intellectual Property.
6. Discontinuation
A telecommuting arrangement may be discontinued at any time at the request of either the
telecommuter or the department head. Effort will be made to provide notice of such a change
to allow the employee and the department to make appropriate arrangements; there may be
instances, however, where no notice is possible. The supervisor, with concurrence of the
department head, is ultimately responsible for any decision to terminate a Telecommuting
Agreement. When the telecommuting ends, all College property is to be returned to the
department.
I. DRESS STANDARDS
Each employee is expected to dress appropriately for the type of work she/he does in a manner
that maintains a standard of professionalism consistent with the Saint Mary's College
community. Since the appropriate standard may vary by department, the department head will
communicate the dress standard to employees in that department. Clothing should be generally
in good condition, i.e., not frayed, torn or too revealing.) If a specific type of clothing is required
due to safety or other reasons, the College will provide appropriate clothing.

f
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J. FRIENDS, FAMILY AND CHILDREN IN THE WORKPLACE
Many employees enjoy bringing children to their work site to introduce to coworkers and to
show their children their work environment. Beyond brief visits, however, the workplace is not
the appropriate place for child care. Even during short, periodic visits children must not be
left unattended. Similarly, when an employee is visited at work by family or friends during
working hours, the visits should be brief. To maintain and preserve an environment
conducive to learning and productive work, employees and students who bring children 14
and younger to classes, the workplace or to college-sponsored and/or work or educational
activities on or off campus which are not open to the public and/or do not specifically invite
children, may be asked to take the child(ren) elsewhere and/or not to bring the child(ren) in
the future. In addition, students shall not baby-sit children (their own or other people's
children) in campus student residence halls or rooms or on College business premises (e.g.,
classrooms, offices or the library).

•

K. TEACHING BY STAFF
Full-time staff employees may not engage in other compensated activities at the College
beyond their full-time (100%) status. If an individual wishes to alter his/her activities to include
teaching, the total workload at any given time cannot exceed 100% and the teaching must not
interfere with or substitute for an individual's primary duties as a staff employee. Such teaching
must be approved in writing by the area Vice President in consultation with the President prior to
undertaking a teaching responsibility. Staff employees who teach, even if approved will not
receive additional compensation above 100% of the employee's staff salary.
L. CONTACT WITH MEDIA AND REPORTERS
On occasion, reporters for media, including newspapers, magazines, radio stations, websites or
television stations, may contact College staff members directly instead of working through the
College's administrative departments designed to coordinate responses to such inquiries (i.e.,
the College Communications and/or Sports Information offices).
Only designated
representatives of the College are authorized to make public statements on behalf of the
College. The College Communications Office is available to assist individuals who receive press
inquiries, and all employees are urged to promptly notify that office when they receive media
inquiries.

•

M. CONFIDENTIALITY OF COLLEGE RELATED INFORMATION
Pursuant to applicable law and College policy, all employees are expected to maintain strict
confidentiality regarding oral or written information, including but not limited to business and
education records, computer terminal display information, grade reports, personnel records,
medical information, financial records, benefactor data, alumni data, and other confidential
and/or private oral or written information obtained as a result of their employment at Saint
Mary's. Failure to do so may not only subject the College to legal liability, but, also, the
employee who violates the confidentiality and/or privacy of the College, its employees or its
students.
From time to time, employees or their department may receive requests from various individuals
who seek access to official College records and documents. It is imperative that the College
ensures that information generated and used in performing professional responsibilities be used
only for Saint Mary's official business and education purposes.
This information is available only on a legitimate business or educational need-to-know basis for
authorized individuals within the College. Employees are expected to take all reasonable
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precautions against disclosure of confidential or proprietary information to third parties during
and after employment with Saint Mary's and to not use Saint Mary's confidential information
except to the extent necessary in the course and scope of their employment at Saint Mary's. In
many instances, especially in the case of individuals who would appear to have some official
connection with the College, there will be little or no reason to question such requests.
However, in the interest of protecting the College from unauthorized use of any such
confidential information please refer all such requests for authorization to either Human
Resources, the Registrar, or the Office of General Counsel.
It is a violation of College policy to share confidential information beyond those individuals who
have a legitimate business or educational need-to-know in order to perform their duties at Saint
Mary's. Inappropriate sharing of confidential information may result in disciplinary action up to
and including termination. In order to underscore the importance of compliance with this
obligation of employment at the College, effective October 1, all new staff employees will be
required, as a condition of employment, to sign a Confidentiality Agreement. While staff
currently employed may not be required to sign a separate Confidentiality Agreement, all current
employees must comply with the College's policy on the confidentiality of College information
and employee and student privacy.
N. AMOROUS RELATIONSHIPS POLICY

•

Amorous relationships are those romantic or sexual relationships to which both parties appear
to have freely consented. When such a relationship involves a power differential between two
members of the College community, it is of concern to the College, and such relationships
should be avoided due to:
•

The potential conflict of interest that arises when an individual supervises, evaluates,
coordinates, directs, advises, hires, terminates, instructs, promotes, or grants pay raises
or other benefits to another person, or provides professional services (e.g., counseling)
to another individual with whom that person has an amorous relationship.

•

The potential for unintended consequences that results because these types of
relationships may develop or exist solely as a result of the power differential, which may
or may not involve sexual harassment as proscribed by the College's policy prohibiting
sexual harassment.

1. Policy
The College discourages amorous relationships where there is a power differential between the
parties or where the potential exists for such a power differential in the foreseeable future. Four
examples of relationships involving power differentials are:
•

That between faculty and student, including those involved in formal instruction, advising
and tutoring.
• That between employee and supervisor.
• That between staff and student.
• That between the provider (e.g., staff) and recipient of educationally related College or
College- related services (including those involved in counseling, student services such
as registration and financial aid, and athletic coaching).
This list is not all-inclusive.

•

Of special concern to the College are amorous relationships initiated between a faculty or staff
member and a student while the former is instructing, advising or mentoring the latter. Such
circumstances pose extraordinary risks of compromising or appearing to compromise the
College's central mission and of breaching the faculty and staffs commitment to the welfare of
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its students. Hence, the College expects faculty members and staff employees to refrain from
initiating or participating in such a relationship.
2. Procedures

•

If an amorous relationship exists or develops between individuals having a power differential
within the College, the person with greater power shall report the relationship to an appropriate
supervisor or to the Director of Human Resources. The supervisor or the Director shall make
suitable arrangements:
• To ensure the objective evaluation of that person's performance, and
• To protect affected individuals and the integrity of the College's functioning as well as
the confidentiality of all those involved.
3. Other Considerations
Employees or volunteers engaged in conduct of the type described in this policy may also
violate the College's policy prohibiting sexual harassment.
In addition, all faculty members, supervisors, and other employees should understand that there
are substantial risks even in consenting amorous relationships where a power differential exists.
Even if the conflict of interest issues are resolved, charges of sexual harassment may develop.
A faculty member's or supervisor's protection under applicable law, including legal
representation provided by the College, may not apply because such relationships may be
outside the scope of one's employment. Furthermore, in administrative actions or lawsuits
resulting from allegations of sexual harassment, consent may be very difficult to establish where
a power differential exists. Even relationships in which there is no direct power differential may
cause difficulties because faculty or staff employees engaged in such a relationship may, in the
future, be placed in a position of responsibility for the student's or employee's instruction or
evaluation.
4. Investigation Process and Sanctions

•

The investigation process and sanctions for violations of the College's Amorous Relationship
Policy are the same as those for investigations and violations of the College's Policy Prohibiting
Discrimination, Harassment, including Sexual, and Non-Retaliation. If you are unsure whether or
not a relationship you have falls, or has the potential to fall under this policy, you are
encouraged to seek clarification from the Director of Human Resources, or the Director of
Recruitment and Employee Relations.
0. PROHIBITED CONDUCT
As a College employee, you have an obligation to the College and to your fellow employees to
adhere to certain rules of acceptable behavior and conduct which allow all employees to work
together efficiently, effectively, and harmoniously. The College expects each individual to act in
a civil, ethical, civil, truthful, professional and responsible way at all times.
Prohibited Conduct will not be tolerated by Saint Mary's. College employees who engage in
prohibited conduct are subject to disciplinary action, up to and including termination. The list
that follows is illustrative only; other types of conduct injurious to security, personal safety,
employee welfare or the College's operations may also be prohibited. This list does not in any
way alter the College's policy of at-will employment. In addition, this list does not constitute any
limiting definition of "cause" or "grounds" for termination. The College does not limit its ability to
discipline its employees by taking whatever action the College, in its sole discretion, deems to
be appropriate and in the best interest of the College, up to and including termination. The
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College retains its right, inherent in the concept of employment at will, to terminate the
employment relationship, with or without cause or notice.
Examples:
1.
2.
3.
4.
5.

•

Breach of confidentiality or violation of student or employee privacy
Committing a fraudulent act, dishonest act or breach of trust
Forgery or alteration of documents
Unauthorized alteration or manipulation of computer files
Pursuit of a benefit or advantage that would create a conflict of interest with one's
responsibilities or obligations as a member of the College community
6. Authorizing or receiving compensation for goods not received, services not
performed, or hours not worked.
7. Theft, misappropriation or misuse of College funds or property
8. Furnishing false information or credentials on employment application, resume, vitae or
subsequent falsification of records
9. Harassment of or physical violence against others
10. Violation of College policies prohibiting discrimination and harassment
11. Lying in connection with or during the course of an internal investigation
12. Rude, abusive or inappropriate conduct toward visitors, coworkers, managers,
students.
13. Engaging in conduct, including conduct that may be illegal, that is detrimental to the
reputation of the College, whether or not related to College business; or conduct that
has a negative impact on the welfare of students, employees, vendors or visitors.
14. Possession, use, sale, or distribution of illegal drugs, controlled substances or drugrelated paraphemalia on campus
15. Consumption of alcoholic beverages during the employee's work day or being under
the influence of alcohol or other drugs to the extent that the employee is unable to
perform satisfactorily the responsibilities of his/her position
16. Reporting to work or working in any condition which interferes with the employee's
efficient, professional and courteous conduct of his/her job responsibilities
17. Failure to work safely or to report promptly any job-related accident or injury
18. Insubordination, including failure to comply with management's instructions, as long as
instructions do not violate College policies or applicable laws and regulations.
19. Failure to meet performance expectations or to follow work rules
20. Excessive or unverified absenteeism or tardiness or unreported absence of three or
more days.
P. DRUGS OR ALCOHOL IN THE WORKPLACE
In accordance with applicable law, the College seeks to maintain a safe, healthy, and productive
environment for its employees, students and others who may visit or work at the campus.
The use and abuse of alcohol and drugs, either legal or illegal, may pose a serious risk to the
physical and emotional health of an individual and can negatively impact one's professional and
private life. Potential health risks include, but are not limited to: Confusion, hallucinations,
paranoia, deep depression, Cardiac irregularities and hypertension, neurological damage, organ
damage, including cirrhosis of the liver, increased cancer risk and malnutrition.

•

Therefore, being under the influence of drugs or alcohol in the workplace, as well as the sale,
purchase, possession, use, distribution, or manufacture of illegal drugs and the possession and
use of unauthorized alcoholic beverages on College premises or as part of any College activity is
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prohibited, unless authorized and served at College-sponsored functions to persons age 21 or
older. Other than as permitted under this policy, consumption of alcoholic beverages is not
permitted in any classroom building or within public areas of the College. (For more detailed
information on the College's alcohol and drug policies governing students, see the Student
Handbook.)

•

For purposes of this policy, illegal drugs are drugs that cannot be obtained legally, as well as
drugs that are legally obtained, but used for illegal purposes or abused. Local, state and federal
laws establish severe penalties for unlawful possession or distribution of illicit drugs and
unauthorized alcohol. Some examples of those laws are:
•
•
•
•
•

Purchase, possession or consumption of alcohol by a person under age 21 is prohibited.
Providing or selling alcohol to someone under age 21 or to any obviously intoxicated
person is prohibited.
Except under authority of a California Alcoholic Beverage Control License, selling
alcoholic beverages, either directly or indirectly, is prohibited.
Purchase, possession or use of illegal drugs is prohibited.
Driving on campus or driving a College-owned, -leased or —rented vehicle under the
influence of alcohol, illegal drugs, prescription drugs or over-the-counter products that
impair driving ability is prohibited.

If prescribed or non-prescribed drugs which the employee must take for reasons of health
interfere with his/her job performance or endanger the safety of others, the employee must take
a medical leave of absence, make other arrangements to be away from his/her position or, in
some circumstances request an accommodation in the work environment and/or the job until
the condition improves. If the employee requests an accommodation, the College will require
appropriate professional documentation regarding the employee's drug or alcohol related
condition and will determine if the accommodation requested is reasonable under the
circumstances presented.
The College reserves the right to require testing for drugs or alcohol when the College has a
reasonable suspicion that an individual employee is impaired by drugs or alcohol or following an
accident or safety violation. Reasonable suspicion means suspicion based on information or
observation of among other things, the appearance, behavior, speech, attitude, mood and/or
breath odor of an employee.

•

Whenever a violation of this policy or the active use of any drug, including alcohol, adversely
affects either the employee's job performance, or the job performance or safety of others, the
College will take disciplinary or other corrective measures including termination and possible
referral for criminal prosecution.
Employees concerned about their life and health relative to alcohol and/or drug use, are urged
to contact the College's Employee Assistance Program (EAP) at 1-888-492-9355. The EAP
assures all employees of confidential counseling for drug and alcohol problems, as well as for
stress, marriage, children, emotional and relationship problems.
Q. COLLEGE INTELLECTUAL PROPERTY
Any work created by a Saint Mary's employee, or under a Saint Mary's employee's direction, in
connection with his/her work at the College shall be the sole property of Saint Mary's, with any
and all copyrights and other proprietary interests in those works belonging to the College. In
addition, Saint Mary's policy on the general confidentiality of College related information applies
to all such works. All materials furnished to employees by Saint Mary's College, and all
materials prepared by employees in connection with their employment by the College, including
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but not limited to computer software and documentation, shall be returned promptly to the
College upon termination of employment.
R. COMPUTERS, CELL PHONES AND OTHER ELECTRONIC DEVICES
Saint Mary's provides access to electronic information and computing resources for students,
Christian Brothers, faculty and staff. The College has developed a comprehensive policy on
these issues, entitled "Technology Use Policy," which is included as appendix A to this
Handbook. Each employee is expected to be familiar with, and must abide by, this Policy.
Note in particular that personal information and messages relayed and/or stored in these
systems are subject to restrictions placed upon College-related information and messages.
Employees and students should not have expectations of privacy concerning any
communications using College equipment.
The College's technology resources may not be used for commercial ventures, political causes,
outside organizations unrelated to the employee's employment at the College, or other non-job
related solicitations. Furthermore, those resources are not to be used to create, access or
transmit offensive or disruptive messages, including messages of a sexual nature or derogatory
comments about age, race, sexual orientation, gender, religious or political beliefs, national origin
or disability. Employees are expected to reimburse the College for personal use of College
equipment such as cell phones.

•

Cellular phones, PDA's, pagers, and other electronic devices shall not be used in a manner that
causes disruption in the classroom, library or within any College-owned, controlled or operated
facility. This includes the use of cellular devices with photographic capabilities. Utilizing these
devices for the purpose of photographing individuals in secured and/or private areas including
but not limited to lavatories, dressing rooms or locker rooms, or other forms of illegal activity is
prohibited. Taking photographs of any individual without his/her prior consent is prohibited.
Employees are asked to be sensitive to their environment and courteous to those around them
when using this equipment.
Any questions related to this Policy should be directed to the College's Chief Technology Officer.
S. PETS ON CAMPUS
Pets are not allowed on campus, with the exception of trained guide or service animals or
small fish tanks. In the event that an employee or student requests that their guide or service
animal be allowed to accompany them on campus as a reasonable accommodation for a
disability, the procedure to follow can be found under Section I. Paragraph F: Qualified
Individuals with Disabilities and Reasonable Accommodation.
If owners of animals bring animals on campus in violation of this policy, these owners must
promptly pick up pet wastes and appropriately dispose of them. If pets are brought onto
campus, the employee owner will be asked to promptly remove them.

•

Saint Mary's College of California - Staff Handbook November 2007

23

•

III. WORKING AT SAINT MARY'S COLLEGE
A. EMPLOYEE STATUS DEFINITIONS
1. Full-time - Any employee scheduled to regularly work 1,950 hours per year or more.
Example:
•

Employees working 37.5 hours per week for 12 months per year, or employees
working 40 hours per week for 12 months per year

2. Part-time - Any employee scheduled to regularly work fewer than 1,950 hours per year.
Example:
•
•

Employees working 37.5 hours per week for 10 months per year(1,625 hours per
year),
Employees working 40 hours per week for 11 months per year (1,907 hours per
year).

3. Employees Working fewer than Twelve Months per Year — Schedules for staff working
fewer than 12 months per year are intended for those student-related positions not needed a
month or more during the summer when undergraduate classes are not in session;
examples: Health and Counseling Center positions. Authorization to work fewer than 12
months a year must be approved by the dean or director and the area Vice President or Vice
Provost and the Director of Human Resources. This change needs to be formally submitted
to HR so a letter can be prepared for the employee that outlines the requirements and
benefits changes that occur with this change of status. For example, the employee and
supervisor need to designate the month(s) the employee will not be working. Normally those
with reduced schedules are paid their less-than-fulltime salary over 12 months.
4. Employee vs. Independent Contractor - Employees are on the College payroll, are
subject to withholding and may be eligible for applicable College benefits. An independent
contractor or outside consultant is not a College employee, is self-employed, and is not
eligible for any College benefits. Status determinations are made only by Human
Resources.
5. Regular - Any employee who is employed at-will for an indefinite time period or has a
contract for a specified period of time.
6. Temporary - Any employee hired for a limited period of time, usually six months or less.
Temporary employees are not eligible for College benefits other than those required by law
(e.g. unemployment, worker's compensation, State disability).
7. On-Call - A pool of temporary employees maintained by Human Resources to provide
support services for short- and long-term assignments, e.g., during regular employees'
vacations or medical leaves, or special projects. On-call employees are not eligible for
College benefits other than those required by law (e.g. unemployment, worker's
compensation, State disability).
8. Exempt vs. Non-exempt - Federal and state wage and hour laws inform whether
employees are classified as exempt or non-exempt on the basis of the employee's current
job duties, and for part time exempt positions, earnings per month. Determination of exempt
or non-exempt status, as informed by applicable laws, is made by Human Resources.
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a. Non-Exempt — Non-exempt employees are in positions that do not meet the FLSA tests
for exemption from overtime, or other employee categories such as those earning less than
two times the California state minimum wage (currently $2,600 per month for a 40-hour
week), regardless of the FLSA classification.
•

Full-time non-exempt employees are expected to work either 7.5 or 8 hours per
day, and 37.5 or 40 hours per week, as assigned.

•

Non-exempt employees must report actual hours worked, must account for all time
off, and are eligible for pre-approved overtime pay based on actual hours worked in
a day or week.

•

Non-exempt employees are not eligible for compensatory time.

b. Exempt — Exempt employees include those employees who earn a minimum of $2,600
per month (or two times minimum wage for a 40-hour week), are salaried, and have
executive, managerial, professional or administrative responsibilities that meet Fair Labor
Standards (FLSA) tests.
•
•

•

Exempt employees are not eligible for overtime pay, compensatory time, or specific
meal periods and rest periods.
Exempt employees' work week usually consists of at least 40 hours per week;
exempt employees are expected to work until their responsibilities have been
completed.

B. ATTENDANCE / WORK HOURS
The College has policies regarding work hours and attendance to provide consistency
among College departments.
1. Attendance Policies and Procedures
Every staff member is expected to be punctual, to observe required hours of work and to notify
the department supervisor at the earliest possible time when he/she will be absent or late
because of illness, emergency or other unexpected cause. Excessive unexcused absenteeism,
patterns of absenteeism (e.g. repeated absences on Mondays and Fridays), or tardiness can
result in disciplinary action, including termination. An employee who is absent three or more
consecutive work days without notice is presumed to have voluntarily resigned.
All staff employees and their supervisors must sign the attendance or exception report to
document time off.

•

•

Non-exempt employees are required to submit attendance reports to Payroll on the 5th
and 20th of each month. Attendance reports must document all work time and absences
during the pay period, and must be signed by both employee and supervisor, certifying
that those are the hours actually worked during that period.

•

Exempt employees are required to submit monthly absence reports to their supervisor,
whether or not the exempt employee was absent during the month. Absence reports
must note time off, e.g. vacation, holiday, sick leave, jury duty, bereavement or any other
approved leave. Absence reports must be signed by both employee and supervisor,
certifying that the time off indicated for that period is accurate and complete. Absence
reports are due in Payroll by the 5th of each month for absences during the previous
month.

Saint Mary's College of California - Staff Handbook November 2007

25

•

For exempt employees, deductions from leave and vacation balances are made for
absences due to sickness or disability pursuant to the College's sick leave or disability
leave policies, when those policies provide compensation for such absences, are made
for time off of a half day or more for vacation or personal reasons. An exempt employee
may not take unpaid days off if she/he has an accrued vacation balance available: the
vacation balance must first be exhausted.

•

The Payroll Office will not accept any unsigned attendance or absence reports. Failure
or refusal to complete attendance or absence reports may result in disciplinary action.

•

If a supervisor believes an attendance or absence report submitted by an employee is
not accurate, the supervisor should discuss the concern with the employee. The
employee, not the supervisor, should make any changes to the employee's timesheet or
attendance report.

•

Attendance or absence records signed by employees' supervisors, must accurately
document all time off from work.

•

See Section VIII Benefits, Paragraphs A, B, D and E for additional information on vacation and
sick leave.
2. Pay Days
Paydays are the 15th and the last day of the month. If either of these days falls on a weekend
or College holiday, payday will be the workday before. The pay received on the 15th of the
month compensates for work performed the 1st of the month through the 15th. The paycheck on
the last day of the month is for work performed the 16th of the month through the end of the
month.
3. Paychecks
The Payroll Office is responsible for the preparation and disbursement of the payroll. Each
employee's pay advice ("pay stub") will be available electronically via Gaelxpress by 8:00 a.m.
each pay day. Individual pay advices will be available electronically for four (4) years following
that pay day.

•

4. Direct Deposit
Employees are strongly encouraged to have their paychecks deposited directly with their bank,
credit union or other financial institution. Forms to sign up can be found at the HR website, or
outside the HR office. Those employees who do not have direct deposit will have their
paychecks mailed to them on payday.
5. Garnishments
If the Payroll Office receives a court order to withhold (garnish) a portion of an employee's
paycheck, it will promptly notify the employee of the garnishment and his/her rights.
6. Pay and Vacation Records
The Payroll Office maintains attendance reports and pay records for all employees. In the event
of a dispute, these signed attendance reports are the official records of the College and shall
prevail. Human Resources is responsible for maintaining records of vacation time accrued and
taken, and its records are the official records of the College.
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C. OTHER TYPES OF PAY FOR NON-EXEMPT EMPLOYEES
1. Overtime

Overtime is paid to non-exempt employees under the following conditions and at the
following rates:
a. Employees who work more than 8 hours but fewer than 12 hours in one day, or
more than 40 hours per week, will be compensated for the excess hours at the
overtime rate of one and one-half times the employee's straight time hourly rate
of pay, beginning after the 8th hour in a day or after the 40th hour in a week.
b. Employees who work more than 12 hours per day are paid for hours beyond 12
at the overtime rate of two times the employee's straight time hourly rate of pay.
c. While California law requires that for non-exempt employees, any hours worked
in excess of 8 hours a day or 40 hours per week must be paid at the appropriate
overtime rate, Saint Mary's has historically and is currently voluntarily paying
overtime to non-exempt administrative employees overtime for hours worked in
excess of 7.5 hours per day or 37.5 hours per week.
d. All overtime must be authorized in advance and in writing by the supervisor.
2. Rest Periods

Non-exempt employees working more than four (4) hours per day are entitled to a paid rest
period of 15* minutes for each four hours worked (or major portion thereof). For employees
who start work in the morning, the breaks should be taken mid-morning and mid-afternoon.
Rest periods should be scheduled with the employee's supervisor's approval.

•

Note: Rest breaks may not be combined with or added onto meal breaks, even at the
employee's request. Nor can an employee use them to come in 15 minutes late or
leave 15 minutes early in lieu of taking breaks.
*While California law requires only 10-minute rest breaks for non-exempt employees, Saint
Mary's practice is to provide rest breaks of 15 minutes for each four hours worked.
3. Meal Breaks

Non-exempt employees working more than five hours per day are required to take a meal
break of at least 30 minutes in approximately the middle of their work day. If six hours
completes the work day, the meal break may be waived by mutual consent of the employee
and supervisor, in writing. Meal breaks must be free of any work duties, and should not be
taken at the employee's desk. Meal breaks are unpaid and should be scheduled with the
supervisor's approval.
Note: rest periods and meal breaks may not be used to extend the employee's starting
time nor advance departure time.
Failure to Provide or Take Meal and Rest Breaks — California employers are required by law
to provide rest periods and meal breaks for non-exempt employees as described above.
Failure to provide or to take the rest breaks and meal breaks described above may result in
disciplinary action.

•

4.

Travel Time

With the exception of travel from home to work and back (commute), most travel time for nonexempt employees is considered work time. However, because travel time does not require the
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use of an employee's skills, pay for travel time may be at a rate that is less than the employee's
normal rate of pay (at least minimum wage). For assistance in setting the appropriate rate for
travel, consult with the Director of Benefits and Compensation. NOTE: when travel time is
counted as work time, overtime may be due for applicable travel.

•

For those non-exempt employees traveling to a distant work place (out-of-area/state,
conference, etc.) travel pay begins when she/he leaves to go to the airport, and ends when the
employee arrives at the out-of-area hotel or meeting location. Upon return, work time begins
when the employee leaves the meeting or hotel for the out-of-area airport and work time ends
when the employee arrives at the home airport. For further detail, talk with Human Resources.
5. Call-in Pa

When a non-exempt employee is called in to work on a day other than his/her normal work
schedule, the employee receives at least two (2) hours at the applicable hourly rate, even if the
employee is not needed for the full two hours.
6. On-Call/Standby Pay
"On-call" time is not compensable if the non-exempt employee can use the time primarily for
his/her own benefit. If a nonexempt employee is "on call" or required to carry a cell phone or
similar device, the on-call time is normally not compensable unless the employee is required to
stay at home or at work, there are geographic restrictions placed on the employee's movement
or there are other limitations on the employee's ability to use the time for personal use, in which
case the on-call time may qualify as hours worked. For clarification, see the Director of Benefits
and Compensation.
7. Shift Differential au

The law does not require differential payment for shifts worked other than the employer's normal
hours. However, the College has determined that those non-exempt employees working a
regular schedule of 3:30 pm midnight (swing shift) will be paid an additional 5% of their normal
pay, and those non-exempt employees working a regular schedule of midnight — 8:30 am
(graveyard shift) will receive an additional 10% in pay.

•

D. OTHER SCHEDULE-RELATED POLICIES

1. Work week
The work week begins at 12:01 a.m. on Monday and ends at 12:00 p.m. on Sunday.
2. Office Hours

Most administrative offices of the College are normally open Monday through Friday, 8:30 a.m. 4:30 p.m., 12 months per year, except for administrative (non-academic) holidays. Some
academic offices are closed during certain periods of the year when students are not on
campus. Seasonal or other variations in hours in some departments should be reviewed and
approved by Human Resources.
3. Ten (10) or Eleven (11) month Positions
Some academic offices are closed during certain periods of the year when students are not on
campus. Employees in those offices may be scheduled to work only ten (10) or eleven (11)
months during the year. For more information, see Employee Status Definitions, earlier in this
section.
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•

4. Alternative Workweek
Alternative workweek schedules for non-exempt employees are closely regulated by the
State Labor Commissioner. Departments interested in exploring alternative workweeks must
consult with and obtain the approval of the Director of Human Resources.
5. Flexible Work Schedule
Employees may work a flexible schedule for one day or longer to meet department needs or to
accommodate the employee's needs as long as the flexible schedule does not interfere with the
department's efficiency or effectiveness. Flexible schedules must be approved by the
employee's supervisor. Typical flex-time schedules are working 8:00 a.m. to 4:00 p.m. or 9:00
am to 5:00 p.m.
E. PERSONNEL RECORDS: CONFIDENTIALITY AND ACCESS
Federal and state laws and Saint Mary's policy require the collection and retention of certain
personnel information. Human Resources maintains the only official personnel files for all
employees of the College covered by this Handbook.
1. Access

•

Employee personnel files are maintained with strict confidentiality. Access to employee
personnel files is limited to the President of the College, Provost, Vice Presidents (for
employees under their jurisdiction), General Counsel, Director of Human Resources, HR staff,
and the employee's supervisors, for business-related needs.
2. Contents of Files
Human Resources determines what documents will be maintained in personnel files and how
long the documents are retained, in accordance with applicable laws, statues and court orders.
3. Employee Inspection of Personnel File
An Employee who wishes to inspect his/her personnel file should make a written request to
Human Resources. Within a reasonable time for Human Resources to ensure that the file is up
to date, an appointment will be arranged. An HR representative will be present during the
inspection. The employee cannot remove any information from his/her personnel file nor have a
copy of the file. However the employee may make written notes about the documents, and HR
can make copies of documents for the employee that the employee has signed. If an employee
does not agree with something in the file, he or she may submit additional information which, at
the sole discretion of the Director of Human Resources, may be included in the file.
4. Other Requests for Personnel Information
All faculty and staff home addresses and telephone numbers are considered to be private
information unless the employee specifically authorizes their release. The President, Provost,
Vice Presidents, General Counsel, the employee's supervisors and Human Resources have a
right to this information, if needed.
During and after employment with the College, the College will release certain information about
an employee's employment as follows:
•

HR will provide or verify employment dates and job titles when requested by an external
party.
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•

Salary or other more specific information will be released only if the employee or former
employee has given written permission to do so, and the signed release specifying what
information can be released is submitted with the request.
HR will respond to a lawful court order, subpoena, federal or state agency request,
permissible discovery requests in litigation matters, or order or request of the IRS or
Franchise Tax Board for records;
HR will furnish relevant factual information to authorized government agencies (e.g.,
social security, unemployment insurance, disability insurance) for benefits purposes.

•

F. MAINTAINING CURRENT EMPLOYEE INFORMATION
1. Personal Data
Human Resources maintains the College database for all employees (excluding students).
When changes occur to an employee's personal data, the employee must make sure HR
receives a written authorization of the change. Change forms are available on the Human
Resources website, in the boxes outside the HR office, or at the HR window in Filippi Hall.
Examples of personal data changes include:
•
•
•
•

•
•
•

Name change — Employees changing their names must show Human Resources their
new social security card with their new name. HR will make a copy of the original.
Emergency contacts
Marital status
Address — it is important that the College has each employee's current street address
(not PO Box). Address changes should also be made with the College's benefits
administrator and insurance carriers.
Home or message telephone number
New Dependents
Change of Beneficiary — Forms are available in Human Resources to register changes
in beneficiaries for the retirement and life insurance programs.

•

Changes in beneficiaries can be made at any time.
2. Retention of Files:
The College retains all employment records during employment, and thereafter, for a minimum
period of five (5) years, after which the records may be destroyed. Files involved in threatened
or pending litigation or governmental action will be retained as required by applicable
procedures and regulations until the matter involving those files is concluded.
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IV. RECRUITMENT AND EMPLOYMENT
Recruitment is one of the most important collaborative efforts that link Human Resources and the
College community. For this reason the HR staff will make every effort to provide guidance,
support, tools and resources that will help VP's, department heads, search committees and hiring
supervisors recruit and hire the best qualified employees. In support of the College's policy of
equal employment opportunity, the Director of Human Resources is responsible for reviewing and
approving all proposed personnel changes (appointments, contracts, promotions or terminations),
informing department heads of the College's Non-Discrimination Policy and enforcing that policy.
Except as described below, the Director of Human Resources is responsible for ensuring that all
job openings are announced in such a way that interested individuals have an equal opportunity
to apply and be considered for vacant positions.
A. RECRUITMENT
Human Resources works collaboratively with Hiring Managers (the supervisor of the vacant
position) to recruit the best qualified candidates. Human Resources is responsible for:
partnering with the Hiring Manager to develop the job description and job posting, securing
advertising, screening, recruitment support and assisting in travel arrangements, if needed.
With support from HR, the Hiring Manager conducts a search that increases the potential for
attracting highly qualified candidates from which to select the best qualified candidate who
will support the College's mission in achieving the educational benefits of a diverse employee
community.
1. Job Requisition
The recruitment process is initiated with the completion of a Job Requisition form (Job Req)
by the Hiring Manager. The form is on the HR web site as well as available in Human
Resources. The Job Req requires approval signatures from: the department head, the
appropriate area Vice President, Provost or Vice Provost, Controller, and VP of Finance.
2. Position Description
The Job Req with the required signatures is returned to HR with a draft job announcement or
job description that describes the position's essential duties, as well as required and desired
qualifications. (A tool for creating the position — the Job Template — is available on the HR
Website.) The Director of Recruitment and Employee Relations, with the assistance of the
HR administrative staff, works collaboratively with the Hiring Manager to describe the
position in the most effective manner.
3. Job Evaluation and Budget Approval
If the position is new or has changed substantially, it is also evaluated to determine the
correct salary grade (see section titled Job Evaluation). Based on the outcome of the job
evaluation process and an assessment of similar jobs across campus, Human Resources
determines the salary grade. The Controller then confirms the salary dollars available for the
position. If there are insufficient salary dollars, additional salary funding must be sought.
4. Job Posting

•

The College supports employee access to promotional and developmental opportunities. For
this reason all vacant positions are posted, with exceptions described below. Employees are
encouraged to apply, and to let others outside the College know about open positions. With
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the exceptions described below, job vacancies are posted for a minimum of five working
days on the College website, either on the HR page of SMCnet (accessible to employees
only), or on the College website (accessible externally and internally) , as well as on the Job
Opportunity Board located outside the Human Resources Office in Filippi Hall.

•

5. Job Posting Exceptions
Although the general policy of the College is that all vacant positions shall be posted
internally, positions need not be posted if there is a qualified Christian Brother, or a qualified
individual from a limited list of exceptions (e.g. positions reporting directly to the President,
certain departmental promotions approved by the Director of HR, staff returning from certain
leaves of absence, and members of other religious orders exempted by the President). The
determination whether or not a position is posted is made by HR in consultation with the
Hiring Manager.
6. Job Advertising
Human Resources writes and places advertising on Bay Area general and targeted websites
and professional journals, with an effort to reach potential qualified candidates that reflect the
diversity of the student population and of the San Francisco Bay Area. If Hiring Managers or
search committees desire advertising in specific venues, they should discuss this request or
need with the Director of Recruitment and Employee Relations.
7. Applying for a Position
To apply for a position, interested individuals inside and outside of the College needs to
submit an employment application (required) and résumé (optional) to HR, via the HR
website and by the stated deadline. Note: employees of the College who apply for vacant
positions are not guaranteed selection.
8. Promotions and Transfers

•

The Hiring Manager or department head consults with Human Resources regarding
promotions or transfers. Human Resources will review salary, job grade, transfer date and
related matters with the appropriate level of supervisor.
9. Interviews
It is the policy of Saint Mary's College that all qualified internal candidates for open positions
will be interviewed. The Hiring Manager and Human Resources work together to determine
qualified internal, and if desired, external candidates. The Hiring Manager is responsible for
ensuring that appropriate interviews are conducted.
10. Background Checks
Saint Mary's College recognizes the importance of seeking to maintain a safe campus with
employees who are honest, well qualified for their positions, and who do not present a risk of
harm to members of the College community. For this reason, Saint Mary's College performs
background checks for new hires and internal promotions. The areas covered by the
background check will vary from job to job depending upon access to financial records,
contact with students, etc. The candidate will provide written authorization for the background
check. Candidates (includes internal as well as external candidates) can request a free copy
of the background check. Candidates who decline to submit to an appropriate background
check as defined by the Director of Human Resources, or who fail to provide required
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•

information will be denied employment. Results from a background check, including those
that identify issues of institutional concern in connection with the position sought by the
candidate, will be reviewed by the Director of Human Resources, including but not limited to,
the relevance of any conviction to the candidate's anticipated position, or in the case of a
current employee, that employee's current position, plus any evidence of providing false
information to the College and the candidate's response to the information obtained, before
determining the appropriate outcome.
11. Reference Checks
The hiring supervisor is responsible for completing and documenting reference checks with
former supervisors and others familiar with the candidate's work experience. Human
Resources can provide assistance and training on checking references. Reference checks
can be done before, after or concurrent with the background check.
12. Final Steps before Job Offer
Once satisfactory results from the background and reference checks have been obtained,
the salary offer can be determined. The salary offer is determined by the Director of
Recruitment and Employee Relations in consultation with the Hiring Manager or department
head. Human Resources is responsible for ensuring that all College policies and external
regulations (e.g., background checks, visa requirements, work authorization) have been
observed to provide for consistent and fair treatment of candidates.

•

13. Job Offer and Confirmation Letter
The Hiring Manager makes the job offer. If the candidate accepts the position, the Hiring
Manager notifies Human Resources of the acceptance and the new employee's start date.
HR then prepares and sends a confirmation letter to the candidate summarizing the terms
and conditions of employment. To be eligible to begin the employment relationship, the
candidate must sign the confirmation letter and return it to Human Resources.
14. Applicant Interview Data Form
Throughout the course of the search, the Hiring Manager documents and completes the
Applicant Interview Data Form. At the end of the search, the hiring supervisor sends the
completed Form along with applications of persons not selected and all interview materials
and notes to Human Resources.
15. Notification to Candidates Not Selected
The Hiring Manager is responsible for informing candidates interviewed but not selected that
another candidate was chosen. This can be done by phone or letter and Human Resources
is available for consultation on best practices and templates. Human Resources will inform
applicants who were not selected for interviews.
B. IMMIGRATION LAW

•

Saint Mary's complies with Department of Homeland Security and federal immigration laws
requiring verification of the identity and legal authorization to work for all employees. As a
condition of employment, within the first three (3) days of employment each new employee
must complete the Employment Eligibility Form 1-9 and present original documents
recognized by the Department of Homeland Security establishing identity and employment
eligibility to HR. Failure to submit this verification within the required period will result in
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termination of employment. Former employees who are rehired must also meet this
requirement if the College does not have on file their 1-9 completed within the previous three
years.

•

Prospective employees who require additional documentation prior to employment, including
but not limited to any work authorizations, permits, visas or other documents, must have
those required documents in place prior to beginning employment. Once employed, the
employee must continue to comply with any and all conditions of those authorizations,
permits, visas or other documents.
C. BREAKS IN SERVICE
If an employee leaves College employment and returns to College employment within one year,
all service accrual levels and benefits eligibility are restored. If re-employed after one year, the
employee is treated as a new employee for all purposes, including participation in the Emeriti
program, with the exception of participation in TIAA-CREF, as described below.
If the former or new employee has been previously employed by another institution of higher
education for at least one year prior to being employed by Saint Mary's College, previously
participated in a TIAA-CREF program at Saint Mary's or at another institution, owns TIAA or
CREF contracts, and in his/her new staff position with the College is scheduled to work 1,040
hours per year, the employee is immediately eligible to participate in TIAA-CREF.

•
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V. DEVELOPMENT, TRAINING AND PERFORMANCE FEEDBACK
The College encourages staff to increase their knowledge and skills through its orientation of new
employees, on-campus staff training and development opportunities, attendance at professional
conferences, and participation in other educational opportunities. The College's Performance
Management Process establishes a process to provide ongoing feedback on performance, to set
goals, and to plan for professional development and attendance in workshops and development
programs.
A. PROFESSIONAL DEVELOPMENT
Participation in outside conferences and workshops can enhance employee knowledge and
skills in areas directly related to their jobs. Staff must have the appropriate departmental
approval to attend conferences or workshops during work time. Most departments have a
budget line for costs associated with attendance at conferences, job-related courses or
workshops.
B. TRAINING OPPORTUNITIES

•

Human Resources offers a variety of training and development programs on campus for
staff. These include new employee orientations, leadership and supervisory development
programs, change management programs, team development and planning, conflict
resolution, special programs for non-supervisory staff, and individual coaching. These
programs are usually announced by Human Resources to staff through the College Bulletin,
email, flyers, and/or the HR website. Some programs involve nominations by heads of
departments or functions.
C. TUITION WAIVER
Eligible employees can also receive tuition waiver to cover all or part of the cost of many
classes offered to registered Saint Mary's College students. For more information see
"Tuition Waiver" in the Benefits section, or check the HR website.
D. NEW EMPLOYEES (Also See Employment Section)
The first days, weeks and months with the College or in a new position are an important period
of learning. The employee learns about the department, job responsibilities, and Saint Mary's
unique history and tradition as the premier Catholic, Lasallian and Liberal Arts College.
1. The First Days on the Job
During the first days on the job, it is useful for the supervisor to
•
•

•

•

•

Make sure that the employee completes an 19 and W4 in HR, required before the
employee can get an employee ID number and an email account.
Determine if the new employee has the tools and equipment for the job, including, as
appropriate, a telephone extension, a computer, necessary software, a parking sticker,
access to GaelExpress and the SMC website, and an email account.
Confirm that the new employee has scheduled, and attends, both New Employee
Orientation and the Benefits Orientation.
Review with the new employee the duties and responsibilities of the position, including a
review and discussion of the job description, including the essential functions of the
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position as well as institutional information that may not be covered in the job
description.
2. Department Orientation

•

Each supervisor or department head is responsible for the specific departmental orientation and
training of new employees (including student workers). This orientation can set the stage for a
positive introduction for the employee to the College and his/her job. The following are areas
that are helpful for a supervisor to cover during the departmental orientation of a new employee:
•
•

•

Introduce the new employee to department staff and to key contacts across the campus.
Walk around campus to show the employee the locations of places to eat on campus,
the library, the Soda Center, administrative buildings, the athletics buildings, and other
buildings that the new employee will be visiting early in employment.
Review College safety rules, departmental work rules, and policies and procedures.

3. College Orientation
Human Resources conducts orientation sessions, generally quarterly, for new hires to
welcome them to the College. These sessions include talks on the mission and traditions of
the College, a review of policies, and information on services available to employees. New
employees are strongly urged to attend these informative sessions early in their employment.
HR can also conduct individual College orientations.
4. Benefits Orientation
Human Resources also conducts separate benefits orientations, generally monthly, for new
employees or employees newly eligible for benefits. HR can also provide individual benefits
orientations. For more information, see Section IX, Benefits.
E. PERFORMANCE PLANNING AND REVIEW

•

Saint Mary's College has established a Performance Management Process to structure a
dialog between employees and their supervisors on performance expectations, progress and
accomplishments. The Performance Management process promotes a shared responsibility
between supervisors and employees for performance planning and assessment, ongoing
two-way communication, and opportunities for professional development and continuous
learning. The process is a continual cycle throughout the year.
The stages, procedures, and forms for this process are described and available on the
Human Resources website under Performance Management, in materials available in the
HR office, in training sessions from HR, and in email communications from HR. Key
components of the process are as follows:
1. Initial Review
The Performance Management Process is designed to begin with the initial review for new
employees or employees new to a position. It is typically completed by the supervisor and
the employee after two (2) to six (6) months on the job. This review is designed to clarify the
employee's responsibilities and objectives, give feedback on the employee's performance,
and provide the structure for identifying the new employee's professional development plan.
The Performance Review form documents this process. Once signed by the employee and
her/his supervisor, a copy is made for the employee, the department, and the supervisor.
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•

The original is sent to Human Resources where it becomes a part of the employee's
personnel file.
2. Performance Feedback
It is expected that coaching by the supervisor and mutual feedback between the supervisor and
employee occur throughout the year; this can include reviewing expectations and progress,
coaching, and discussion on professional development. Positive feedback and constructive
feedback when adjustments need to be made, are especially important, ideally, close to the time
when the instance takes place. Supervisors should seek multiple ways to recognize
accomplishments, from a simple thank you to department recognition.
3. End of Year Performance Review
All employees and their supervisors should complete the annual end of year Performance
Review in May-June of each academic year. This review documents the employee's
accomplishments for the year, provides ratings for qualitative areas, provides an over-all
rating for the past year, sets down goals (or begins this process) for the upcoming year, and
lists the professional development agreed upon for the next rating period. Areas of strength
and areas for development should be specific. This review is designed to be a collaborative
process between the employee and the supervisor.

•

Once signed by the employee and her/his supervisor, a copy of the Review form is made for
the supervisor, employee and department. The next level of management then signs it and
sends it to Human Resources to become a part of the employee's personnel file. The
Human Resources staff is available to provide guidance about the process and assistance in
dealing with performance issues.
4. Mid-year Progress Review

This mid-year review, normally done in December-January of each year, is designed to
structure a dialog between the employee and supervisor regarding expectations, progress,
course correction, and mid-year feedback. The Progress Review form documents this
process. Human Resources can provide guidance for these reviews. When completed, one
copy each of this review form is kept by the employee, the supervisor, and department files.
It does not need to be forwarded to Human Resources. Progress Reviews can be conducted
more frequently if the supervisor, department or employee desires.
5. Development Plan
A formal professional Development Plans can be created at any time in the year although
they are often developed in conjunction with the End of Year Review. Reasons why a
Development Plan may be helpful include an employee's taking on new assignments, having
changes in job responsibilities or the employee is seeking to advance in their career. If a
Development Plan is completed, both employee and supervisor should keep a copy.
6. Plan for Improvement

•

A completed Plan for Improvement must be submitted to Human Resources when the overall
rating on the performance review is "Needs Improvement" or below. It can also be done if
there are areas marked "Needs Improvement" even though the overall rating may be "Meets
Expectations". While often done at the time of the annual review, the Plan for Improvement
can be used any time performance is less than it should be. The supervisor should initiate
this plan with the employee. The plan should clarify the improvement needed and actions to
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take. Its goal is to help the employee meet the expectations of her/his position. Both
employee and supervisor should keep a copy. Supervisors are strongly encouraged to
consult with appropriate staff in Human Resources when developing a Plan for Improvement.

•

An employee with an overall rating of Needs Improvement when salary increases are
provided to other staff employees is not eligible for an increase, At such time as the overall
performance is documented by the supervisor as Meets Expectations or better, the employee
may be eligible for a non-retroactive increase.
F. PERFORMANCE PROBLEMS
Sometimes coaching and performance reviews do not result in the necessary changes in an
employee's performance or behavior. When this occurs, supervisors should seek the
guidance of the Director of Recruitment & Employee Relations, or the Director of Human
Resources to determine the best way to proceed.
G. VIOLATIONS OF POLICY/PROHIBITED CONDUCT
When violations of Saint Mary's policies or prohibited conduct is suspected or has occurred,
the appropriate level of supervisor must promptly review the situation with the Director of
Human Resources or her/his designee as quickly as possible so that the matter can be
investigated, and appropriate action determined. Appropriate action may consist of
disciplinary action up to and including termination of employment.

•

Saint Mary's College of California - Staff Handbook November 2007

38

•

•

VI. COMMUNICATION AND PROBLEM SOLVING
A. CAMPUS COMMUNICATION
The College offers various means of communication with the campus community as a whole,
about events taking place, changes in benefits and handbooks, required or voluntary training,
new employees and employees leaving, and other College-related matters. While broadcast
email has been used extensively, an unfortunate result is excessive emails in employees' inboxes. The College encourages the community to use the weekly "Campus News" for
announcing events and staff changes which can link to the appropriate College website for
more information. Announcement information can be sent to the College Communications
department by Thursday morning for inclusion in the following Monday's bulletin. For more
information contact College Communications.
B. SMC EVENTS POSTING POLICY
In order to comply with established fire codes, to reduce visual clutter on campus, to reduce
paper waste and to cut overall costs of event promotion for groups and organizations, a new
events posting policy has been established by the Campus Deans and Directors Committee
with the approval of the President's Cabinet. The College's posting policy applies to all
printed materials posted or distributed on campus.

•

1. Designated Posting Areas and Methods
Special posting areas will be designated in 27 high-traffic areas located throughout central
campus. These areas will be painted a uniform color and will be clearly marked as posting
areas for approved materials. No materials may be posted outside of these areas. Posting
will not be permitted on any painted building surfaces (other than the designated posting
areas), glass doorways, windows, floor surfaces, or areas that might appropriately be used
as escape routes in a fire or other emergency. Only special masking tape ("painter's tape")
may be used to secure postings. All materials must be removed once the event is over
and/or College approval expires; failure to remove expired postings might result in monetary
fines or loss of posting privileges. Large banners, signs, or other specialized promotional
materials may be posted only with advance approval from the Office of Student Involvement
and Leadership.
2. Posting Approval
All posted materials must be approved by the Office of Student Involvement and Leadership,
unless those materials are posted on one of five public posting areas (non-designated
corkboards in building hallways of Dante Hall, Garaventa Hall, and Galileo Hall). The printed
material must include the name and contact information of the sponsoring organization along
with the event cost, date, time, and location. Material that is inconsistent or incompatible with
the College's mission and goals as determined by the Assistant Dean of Student Life for
Involvement and Leadership, in consultation with the Vice Provost for Student Life, will not be
posted or otherwise circulated. Any posting that does not display the stamp of the Office of
Student Involvement and Leadership will be removed.

•
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C. CONFLICT REVIEW AND PROBLEM SOLVING PROCESS
The Conflict Review and Problem Solving process provides a process whereby active staff
employees of the College can request an independent, objective internal review of their workrelated problems and concerns without fear of retaliation. This process is intended to address
workplace conduct and circumstances that do not otherwise trigger the College's obligation to
conduct an internal administrative investigation, e.g. allegations of discrimination including
sexual harassment or retaliation) The goal of the Conflict Review and Problem Solving Process
is to encourage open and constructive communication.

•

Employees may consult with Human Resources first, but are encouraged to try to resolve their
problems or concerns with their immediate supervisor. If a resolution cannot be reached, the
employee may ask for a meeting with an Human Resources representative or with the head of
the department in which he/she works. If no resolution is reached, the employee may request
further assistance from Human Resources as described below.
The Director of Recruitment and Employee Relations is available to assist employees and
supervisors at any time in addressing concerns, reviewing problems, and identifying possible
solutions. The Director of Training and Development is available to do coaching with individuals
and supervisors to increase their effectiveness. The Human Resources department has
additional resources available, both internal and external, in the event that some form of conflict
resolution could be useful. Use of internal or external conflict resolution resources requires the
approval of the Director of Human Resources, and in some situations, the V.P. of Finance and
the Provost.
If potential solutions to address the conflict are proposed and are agreeable to the individuals
involved, those potential solutions must be approved by the Director of Human Resources, in
consultation with the appropriate Vice President or Provost. While conflict resolution services
may be available, there is no guarantee that an appropriate solution will be reached that
satisfies any or all of the participants in the process. The goal is to facilitate communication on
concerns in an effort to resolve workplace conflict or dissatisfaction at local levels.

•

D. STAFF APPEALS
Subject to the qualifications below, the Employee Appeal process is the final stage of appeal for
active staff employees regarding work-related matters. This process is not available for
employees whose employment has been involuntarily terminated for any reason, or for
employees who have voluntarily terminated employment at the College.
Note: this process is not available for appealing findings or sanctions resulting from
investigations of complaints of violations of the College's Non-Discrimination Policy, Including
Sexual Harassment and Retaliation or for appealing findings or sanctions resulting from
investigations under the College's Whistleblower policy. The outcomes of these investigations
are final and cannot be appealed.
Within 45 calendar days of the conclusion of the Conflict Review and Problem Solving
described above, the active employee may submit a written appeal to the Director of Human
Resources. The appeal should describe in detail the employee's concerns and issues.
In considering the appeal, the Director of Human Resources or her/his designee will discuss the
appeal with the staff employee, meet separately with others who either are identified in the
appeal and/or who may have knowledge of the facts around this issue, review applicable
documents, involve others as appropriate including, but not limited to, the head of the
department, the Vice President, President, Provost, Vice Provost. The decisions regarding
whom to include in the appeal process rest solely with the Director of Human Resources.
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Human Resources will endeavor to keep matters confidential, recognizing, however, that in the
course of looking into the matter, some dissemination of information to others is generally
necessary.
Once the Human Resources review has concluded, the Director of Human Resources will
communicate her/his decision in writing to the employee and, as appropriate, with others on a
business "need to know" basis. The decision of the Director of Human Resources is final.
E. EMPLOYEE ASSISTANCE SERVICES
Employees with on or off the job issues resulting in unhappiness, distraction, anger or other
emotions that may be affecting their work are strongly encouraged to contact the Employee
Assistance Program (EAP). This Saint Mary's College benefit plan provides up to eight (8)
confidential counseling sessions by a licensed professional near the eligible employee's home
or work. An employee not eligible for the Employee Assistance Program benefit can
confidentially request EAP coverage on an exception basis by contacting the Director of
Benefits & Compensation, the Director of Recruitment & Employee Relations, or the Director of
Human Resources. For more information on the Employee Assistance Program (EAP), see
Benefits, Section IX of this Handbook, or check the HR website.

•

•
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VII. COMPENSATION
The College maintains a staff salary policy which strives to embody internal equity and external
competitiveness within budgetary constraints.

•

New employees' salaries are determined by Human Resources in consultation with the hiring
supervisor and are based on the salary paid to the previous incumbent, other salary dollars
available within the department or the College, relevant market data, the type of position, its
responsibilities, internal equity considerations and the new employee's qualifications and
experience.
Once an employee reaches the maximum salary in his/her grade there is no increase in salary
until the employee's full-time equivalent (FTE) salary is once again within the salary range.
The usual anniversary date for salary increases for staff employees is July 1. The College has
the right to change this anniversary date; if the date is changed, employees will be notified.
A. SALARY BUDGET

As part of the annual budgetary process, the Board of Trustees reviews the College Budget
Committee's recommendation on the size of the annual staff salary increase budget. The Board
of Trustees approves an annual staff salary increase budget, taking into account external and
internal factors, including but not limited to financial resources available to the College from
tuition, fees, and other sources of College income. Annual salary increases, if any, for staff are
independent of faculty salary policies.
As a guide in establishing salaries, each year Human Resources participates in national,
regional and local salary surveys to obtain past and current external market data on other
colleges, universities and related institutions, and uses this data to adjust salary ranges as
necessary. Each spring a compensation plan is developed based on the increase budget
approved by the Board of Trustees addressing, to the extent possible, issues of highest concern
among staff employees. For the past several years, the plan has set a base salary increase for
all eligible staff employees, with supplemental increases for employees who are lower in the
salary range than peers, considering time in position or salary grade, and when the employee
last received a promotional or job reclassification increase. The result of this current focus has
been to bring longer-term employees to or closer to the midpoint of their salary ranges. Focus
may change in future years.

•

B. CHANGES IN POSITION OR RESPONSIBILITIES
1. Promotion

Individuals promoted into a higher level position in the College generally receive a promotional
increase. The factors that impact promotional increases include, but are not limited to:
•
•
•
•
•

Degree to which job responsibility increased
Amount and date of the employee's previous salary adjustment
Salaries of employee's new peer group, relative to experience and time in position
and/or salary grade
College-wide internal equity issues
Budgetary constraints

Supervisors must consult with HR to determine the amount of the promotional increase.
Approvals required include those of the Director of Human Resources, area Vice President or
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Provost, and the Vice President for Finance. In certain instances, the approval of the President
may be required.
2. Job Re-Evaluation
The content of a job can change over time: the content of a job can significantly increase in
complexity or responsibility, or the content of a job can decrease because responsibilities or
duties of higher level have been removed. To ensure that job evaluations are done in a fair and
even manner across the Campus, the appropriate job grade is determined by Human
Resources, with input from the Department VP or his/her designee.
a.

•

The Job Re-evaluation Process

Jobs are periodically reevaluated to determine if the current grade is still appropriate to the
duties and responsibilities required of the position. A position may also be re-evaluated if a
supervisor feels the content of a position reporting to her/him has changed significantly. To
request a re-evaluation, a supervisor needs to re-write the job description to more closely
describe the current duties and responsibilities, and review the request with the Director of
Human Resources or his/her designee. Supervisors should use the Job Description
Template, located on the HR website, as it provides a structure that assists HR in reevaluating the position. Two professionals within Human Resources independently
evaluate the position, using a job evaluation tool developed by compensation firms to
assess jobs in different departments by looking at types and frequency of work performed,
education and experience required, problem solving undertaken, amount of supervising or
supervision, impact of decisions, and other factors. The two evaluators discuss the results
of the re-evaluation to see if the duties of the position have changed enough to warrant an
increase or decrease in grade.
b. Salary Impact from Job Evaluation
As described in Section 1. above, job re-evaluations that result in a higher grade generally
include an increase in salary, especially if required to bring the incumbent to the minimum
of the new salary range for the current year. Job re-evaluations that result in a lower grade
typically do not result in a decrease in salary, unless the incumbent's salary is outside of the
maximum of the new salary range for the current year. In that instance the incumbent's
salary would typically be reduced to the maximum of the new salary range for the current
year.
c.

What Job Evaluation is and is Not

Job evaluations are designed to evaluate the job content, the type and level of supervision,
the education required to perform the position, the level of decisions made, the types of
communication required and the impact of the position to the College. It is the position that
is evaluated, not the performance or capability of the person doing the job.
3. Transfers

•

An individual is considered to have been laterally transferred when he/she is placed in another
job having the same grade and salary range, either in the same department or in a different
department. Lateral moves generally do not result in a salary increase. Exceptions require the
approval of the Director of Human Resources.
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4. Reductions in Grade/Demotions
All reductions in grade should be discussed with and pre-approved by the Director of Human
Resources or her/his designee. Reductions in grade may occur due to:

•

■ Re-evaluation — (See the "Job Re-evaluation" section above).
■ Career or other Voluntary Change — An employee may choose to make a career change
by taking a position in a lower salary grade in a different department. When this occurs
the employee's salary may be reduced, depending on several factors including internal
equity and budgeted salary for the position.
■ Demotion — when an employee is assigned to a position in a lower classification due to
the individual's inability to perform his/her current job in a satisfactory manner.
■ Reduction-in-Force — when staffing needs are reduced based on the College's
programmatic or business needs and an individual accepts or is placed in a position in a
lower salary grade, the guidelines for Reductions in Grade/Demotions apply. If the
employee affected accepts or is placed in a position at the same level, the guidelines for
lateral transfer apply.
When an employee's salary grade is reduced due to demotion or reduction-in-force, the
employee's salary is generally not changed unless it is above the maximum of the new, lower
salary range. In these instances the employee's salary is typically reduced to the maximum of
the salary grade.

•
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VIII. BENEFITS
A. TIME OFF WORK POLICIES
Saint Mary's College views benefits as an integral part of the overall compensation program.
The College strives to offer comprehensive as well as competitive benefits programs in order to
attract and retain employees.
The Director of Benefits and Compensation, under the direction of the Director of Human
Resources, is responsible for implementing all benefit policies and programs. Employees can
obtain benefits information from the Human Resources office, including booklets, brochures,
enrollment forms, claims forms, and other information related to benefits. Coverage is
automatic only for benefits required by law (social security, worker's compensation, state
unemployment and disability benefits), and for the College's Emeriti program for those hired on
or after July 1, 2007. Each employee is personally responsible for enrolling in a timely fashion
in all other benefit programs for which the employee is eligible. All appropriate enrollment forms
must be completed within the first 30 days of employment. For benefits with 30-day eligibility
requirements (e.g., insurance programs), coverage begins on the first day of any given month.
B. ELIGIBILITY

•

A new employee begins accruing paid time off upon hire, and can use it right away. Saint
Mary's policy concerning paid time off (e.g., holidays, sick leave, vacation) is that when an
employee is entitled to pay from the College or other sources (state disability insurance,
workers compensation, long-term disability), he/she is not entitled to receive payments
greater than he/she would receive if working regular hours.
Eligibility: Full-time staff working 1950 hours per year or more are entitled to the Saint Mary's
College time off programs. Part-time employees working at least 1040 hours but fewer than
1950 hours per year are entitled to prorated holidays, vacation and sick leave based on the
employee's "Full Time Equivalent (FTE). Those working fewer than 1040 hours per year do
not accrue paid time off. Consultants, seasonal/temporary employees, on-call employees
and student workers are not eligible for paid time off.
C. HOLIDAYS
Employees receive fifteen (15) paid holidays per fiscal year (July 1-June 30). The schedule is
announced each year prior to July 1. To be paid for a College holiday, employees must work
the workday prior to and immediately following the holiday, or be on an excused absence such
as vacation or sick leave. Part-time employees receive pro-rated holiday pay based on their
percentage of full time.
D. VACATION POLICY

•

The College provides paid vacation for eligible employees on an accrual basis, beginning the
first day of employment. Vacation can be used as soon as it is accrued, with no waiting period,
as long as the employee has the required approvals (see below). Staff employees working 1950
hours per year accrue vacation based on the chart below. Vacation hours accrued by employees
working at least 1040 hours but fewer than 1950 hours per year are prorated based on
percentage of hours and months worked. Employees working less than 1040 hours per year do
not accrue vacation. Vacation does not accrue during unpaid leaves of absence.
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1. Vacation Accrual Rates
Accrual Rates for Full Time Non-Exempt Employees
(Eligible for overtime: Clerical, Administrative, Maintenance, Service)
Years of Service

Days/Hours Earned/Yr.

Hours Earned/Pay Period Max Accrual Hrs

0-3

10 (75.00)

3.13

112.50

4—7

15 (112.50)

4.69

138.75

8 - 15

20 (150.00)

6.25

225.00

25 (187.50)

7.81

281.25

More than 15

Accrual Rates for Full Time Exempt Employees
(Not eligible for overtime)
Years of Service

Days/Hours Earned/Yr.

Hours Earned/Pay Period Max Accrual Hrs

0—3

15 (120.00)

5.00

180

4—7

20 (160.00)

6.67

240

25 (200.00)

8.33

300

More than 7

2. Vacation Accrual Rules

Employees may accrue vacation up to a maximum of one and one-half times their annual
entitlement (See chart above). For example, an employee who is entitled to three (3) weeks
vacation (15 working days) may accrue vacation of 22.5 days. Once the maximum is reached,
the employee no longer accrues vacation until he/she takes vacation and the accrual drops
below the maximum. Employees will be paid for accrued but unused vacation at termination.

•

3. Vacation Approvals
Vacation requests are subject to the prior approval of the employee's supervisor or department
head. A limited number of vacation days can be taken on short notice to handle unexpected or
emergency situations.
4. Illness during Scheduled Vacation
If an employee becomes ill while on vacation, the time may be charged to sick leave instead of
vacation. In that event, an employee may be required to present a doctor's certification of the
employee's illness to the supervisor or to Human Resources.
An employee who has exceeded his/her vacation accrual and has a negative balance will be
considered on unpaid leave of absence, and his/her pay will be reduced as permitted by
applicable law.
E. SICK LEAVE
1. Sick Leave Accrual Rate

Employees accrue one (1) paid sick leave day per month of service, for a total of twelve (12)
days per year, for absences due to sickness or disability. Part-time employees receive prorated sick leave based upon their percentage of full-time. Sick leave accrues from the first day of
employment, and can be used without a waiting period.
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2. Sick Leave Accrual Rules
Sick leave may be accrued up to a maximum of 60 working days. However, an employee will
not be paid for accumulated unused sick leave under any circumstances, including at
termination, resignation or retirement. Negative sick leave balances are not allowed — absent a
request that the sick leave should be unpaid, negative sick leave balances will first be applied to
any vacation accrual and when vacation is exhausted, pay will be reduced as allowed by law.
3. Sick Leave Approved Use
Sick leave may be used for a legitimate illness or disability of the employee, including
pregnancy, or the illness of a member of the employee's immediate family (including a
registered domestic partner as defined by applicable law), or for doctor/dentist appointments for
the employee or his/her family member.
4. Sick Leave Procedures
If at all possible, the employee should give advance notice to the department supervisor before
sick leave days are taken. Otherwise, notification should be given to the employee's immediate
supervisor before 9:00 a.m. of the affected day.
5. Medical Certification

•

Employees may be required to provide a doctor's written certification concerning the need for
sick leave and/or to establish the employee's authorized release to return to work. Employees
may be required to provide to their immediate supervisor a note from a certified medical
provider for any absence in excess of three (3) consecutive days. An employee who is absent
without notice or appropriate excuse for three (3) consecutive working days is deemed to have
resigned from his/her employment with the College.
6. Longer Illness or Disability
Any absence for illness or disability that continues beyond five (5) working days must be
reported immediately to Human Resources by the employee and the employee's immediate
supervisor so timely arrangements can be made for state disability payments or leave of
absence if appropriate. If an employee's illness exceeds accrued sick leave time, he/she may
use accrued paid vacation or take unpaid leave. In applicable circumstances, the employee
must contact Human Resources to integrate sick leave with other available leaves, e.g.,
workers' compensation, family medical leave or disability.
7.

Other Medical and Pay Issues

If the employee or a member of his/her immediate family has a serious medical condition
requiring the employee to take a leave of absence from work, Human Resources must be
notified immediately by the employee and his immediate supervisor so that appropriate Federal
or California leave can be determined. (See FMLA section, below).
See Vacation Policy above to determine benefits and procedures.

•
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F. OTHER ABSENCES FROM WORK

1. Bereavement
In the event of a death in an employee's immediate family, an employee may be granted a leave
of absence with pay not to exceed five (5) working days in a calendar year. Immediate family
includes mother, father, spouse, son, daughter, brother, sister, in-laws, grandparent(s),
grandchildren, domestic partner as defined by applicable law, or other closely related persons,
e.g., the employee's significant other. If additional time is required, an employee may use
accumulated vacation days.

•

2. Kin Care
California law requires employers who provide sick leave to allow employees to use up to half of
their annual sick leave accrual to attend to an ill child, parent, spouse or registered domestic
partner. Employers may not count sick leave taken under this policy to care for ill family
members as a basis for adverse employment action such as discipline, demotion, discharge or
suspension. College policy prohibits retaliation against employees who use sick leave for this
purpose.
3. Religious Observances
The College will grant employees time off with pay for participation in Catholic religious services
on campus on recognized church holidays or for official College celebrations, memorials or
programs with prior approval from employee's supervisor. Employees not attending these
Catholic services are expected to be working their normal work hours. Members of other faiths
will also be granted a reasonable amount of time off with pay for participation in religious
services on recognized religious holidays of their faith, at the discretion of the Director of Human
Resources.
4. Time Off to Vote
Because the College has a continuing interest in encouraging responsible citizenship,
employees are encouraged to vote in primary, general and presidential elections. To make the
voting process more available, employees who do not have sufficient time outside their working
hours within which to vote will be allowed to take up to two hours off, with pay, for this purpose.
Such time off may be taken only at the beginning or end of the employee's regular working shift.
To receive time off for voting, the employee must notify his/her supervisor at least two working
days in advance, and must present a valid voter's registration card. When the employee returns
from voting, he/she must present a voter's receipt to the supervisor.

•

5. Jury Duty
The College recognizes jury duty as a civic obligation and will excuse all summoned employees
from work for jury duty in accordance with the following procedures:
a. Within five (5) business days of notification by the court, the employee must give his/her
supervisor a copy of the jury summons.
b. To be paid for serving jury duty, the employee must attach a receipt of jury service
(available from the court) to their Attendance or Exception Report.
c. Employees performing jury duty per this policy shall receive regular pay for a period not
to exceed 30 work days per calendar year. If the jury duty exceeds 30 working days, the
employee may use available accrued vacation or may take unpaid leave as allowed by
law.
d. When serving on jury duty or responding to a subpoena, when excused by the judge for
a recess of any full or half days, employees are expected to be at work.
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e. Exempt employees will earn their normal salary for any full week during which they have
spent any time serving on jury duty or during which they were subpoenaed to appear in
a judicial proceeding.
f. The employee may retain any jury fees.
6. Subpoenas To Appear
The College will excuse employees subpoenaed to appear in a judicial proceeding in
accordance with the following procedures:
a. Employees must promptly provide their supervisor with a copy of the subpoena, which
must also be attached to the employee's semi-monthly attendance report or monthly
attendance report.
b. Employees who are subpoenaed to appear in judicial proceedings directly related to
their work duties shall be excused without loss of pay. If the appearance is not workrelated, the employee must use accrued vacation, or if insufficient vacation has accrued,
will be on unpaid leave as allowed by law. Exempt employees who have worked for any
part of the workweek in which they are subpoenaed to appear in a judicial proceeding
will earn their normal salary for the full week.
c. The employee may retain any witness fees.
7. Domestic Violence and Sexual Assault Victims

•

The College allows victims of domestic violence to take time off for certain purposes which
may include obtaining a restraining order; court assistance, seeking medical attention;
obtaining services from a domestic shelter, program, or rape crisis center; obtaining
psychological counseling; or safety planning. The College will not discriminate or retaliate
against an employee because of the employee's being a victim of domestic violence or
sexual assault and will reinstate the employee under reasonable guidelines required by law.
Any leave for this purpose will be considered strictly confidential.
An employee must give reasonable advance notice of the intention to take time off for any of
the above purposes, unless notice is not feasible. This leave is unpaid unless sick leave is
warranted or the employee chooses to take accrued vacation.
8. Crime Victims
An employee is allowed to be absent from work in order to attend judicial proceedings related
to a crime if:
•
•
•
•

The employee is a victim of crime;
An immediate family member is a victim of crime;
The employee is a registered domestic partner of a victim; or
The victim is the child of the employee's registered domestic partner.

The College will not discriminate or retaliate against any employee because he or she has
had need for this leave.

•

An employee must give reasonable advance notice of the intention to take leave for this
purpose, unless notice is not feasible. Documentation may be required from the court or
government agency, the district attorney or prosecuting attorney's office or an advocate on
behalf of the victim. This leave is unpaid unless sick leave is warranted or the employee
chooses to take accrued vacation.
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9. School Activities
Employees are entitled to take up to 40 hours off per calendar year to attend activities of a K12 school or licensed day care facility. This time is unpaid but employees may substitute
accrued vacation in order to continue pay. A supervisor may require the employee to show
proof of attendance.

•

10. Volunteer Civil Service
Unpaid leave of up to 14 days per calendar year is provided for "Emergency rescue
personnel", defined as any person who is an officer, employee, or member of a fire
department or fire protection or firefighting agency of the federal government, the State of
California, a city, county, district or other public or municipal corporation or political
subdivision of California, or a sheriffs department, police department or a private fire
department, whether that person is a volunteer or partly paid or fully paid, while he or she is
actually engaged in providing emergency services or training to provide these services.
11. Uniformed Services Employment and Re-Employment Rights Act (USERRA)
Anyone who has been absent from work up to five (5) years with certain exceptions, due to
"service in the uniformed services" is protected by USERRA to include Army, Navy, Air
Force, Marine Corps, Coast Guard and the Reserves for each of those branches, Army
National Guard, Air National Guard, commissioned corps of the Public Health Service, and
any other category of persons designated by the President in time of war or emergency.
Employees who have provided advance written or verbal notice (unless prevented by military
necessity) of the need for military leave will be reinstated and entitled to all the rights and
benefits they would have had if they had remained continuously employed with no break in
service. There are certain exemptions to re-employment that the law provides and the
College acknowledges.
If the uniformed service is for 30 or fewer days the College will continue its contribution to the
benefit programs; the employee will be responsible for the payment of any applicable
dependent charges. For leaves beyond 30 days an employee and their dependents may
qualify for an additional 24 or 36 months of coverage under applicable State and Federal
COBRA continuation laws.

•

G. MEDICAL LEAVES OF ABSENCE

The absences described below are regulated by Federal and State guidelines, including the
Family and Medical Leave Act (FMLA), the California Family Rights Act (CFRA) and the
Pregnancy Disability Leave (PDL). Each type of leave is described, after which common
provisions, requirements and definitions are provided.
1. FAMILY AND MEDICAL LEAVE ACT (FMLA)

Eligibility: Employees who have completed at least one (1) year of employment with the
College and have worked at least 1250 hours in the twelve (12) months (not necessarily
consecutive months) preceding the leave are eligible for a maximum of twelve (12) weeks of
unpaid leave in a twelve (12) month period under the following circumstances:
•

•

For reasons of the birth of a child of an employee, the placement of a child with the
employee in connection with the adoption or foster care of a child by the employee,
or the serious health condition of the employee's child; or
To care for a parent or a spouse who has a serious medical condition; or
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•

Because of an employee's own serious health condition which makes the employee
unable to perform the functions of his/her position, including leave taken for disability
on account of pregnancy, childbirth or related medical conditions.

Note: Federal and State of California Family Leave regulations say that unless complications
arise, the common cold, the flu, earaches, upset stomachs, minor ulcers, headaches other than
migraine, routine dental or orthodontia problems and periodontal disease are not serious health
conditions that entitle an employee to family leave.
Temporary Transfer: If an employee on a FMLA family/medical leave needs intermittent
leave or a reduced work load, the College may temporarily transfer the employee to an
alternative position at the transferred employee's equivalent pay rate and benefits.
2. CALIFORNIA FAMILY RIGHTS ACT (CFRA)

Provides for twelve (12) weeks of unpaid leave under circumstances similar to FMLA,
EXCEPT that it does not provide leave for disabilities related to pregnancy. If an employee
takes a leave under FMLA unrelated to pregnancy disability, his/her leave entitlement under
CFRA runs concurrently. CFRA may also be used for:
•

•

•

Baby Bonding: This includes birth of a child to an employee, or placement of a
child with an employee in connection with the adoption or foster care of the child (see
Pregnancy Disability Leave (PDL) and Intermittent Leave, below, for more
information on Baby Bonding.)
Family care: This includes care of a child, parent or spouse who has a serious
health condition.*
Medical leave: Refers to the employee's own serious health condition* that makes
the employee either unable to work at all or unable to perform one or more essential
functions of the position.

*Definitions can be found in the section below titled "Information, Requirements, Procedures
and Definitions Common to Family/Medical Leaves under the Family and Medical Leave Act
(FMLA), California Family Rights act (CFRA) and Pregnancy Disability Leave (PDL)"
Note: Federal and State of California Family Leave regulations say that unless complications
arise, the common cold, the flu, earaches, upset stomachs, minor ulcers, headaches other than
migraine, routine dental or orthodontia problems and periodontal disease are not serious health
conditions that entitle an employee to family leave.
3. PREGNANCY DISABILITY LEAVE (PDL)

Disabilities due to pregnancy and pregnancy-related conditions are not covered by CFRA but
instead are provided for California employees by Pregnancy Disability Leave. Therefore
employees who are disabled due to pregnancy are permitted rights under PDL in addition to
CFRA rights. Once the baby is born, CFRA "baby bonding" leave is applicable for the
remainder of the time allowed.
Allowable Time: PDL provides for leave up to four (4) months, which is the equivalent of 88
working days/17 weeks and 3 days/ 704 working hours. Of the four months, 12 weeks (60
days/480 hours runs concurrently with FMLA.

•

PDL leave is available only for periods of actual disability. The employee must be
designated as disabled because of pregnancy, childbirth or related medical condition by her
treating physician; there is a presumed disability of six (6) weeks when giving birth.
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CFRA taken after a FMLA/PDL leave is 12 weeks/60 days/480 hours. CFRA may be taken
for purposes of bonding with the baby. No medical certification is required.
The employee may take pregnancy leave on an intermittent basis, as needed, in increments of
no less than 3 hours. Alternatively, the employee may use pregnancy leave to facilitate a
reduced work schedule prescribed by the employee's health care provider. Only the amount of
leave actually taken will be counted toward the four-month entitlement.

•

PDL leave is unpaid. However, the employee must use accrued sick leave during her
pregnancy disability leave and may choose to use accrued but unused vacation or other paid
leave toward the four months leave. The substitution of paid leave does not extend the total
leave entitlement.
Vacation or sick leave will not accrue during the unpaid portion of a pregnancy disability
leave. Medical benefits will be continued only if the employee is on a concurrent FMLA leave
4. INFORMATION, REQUIREMENTS, PROCEDURES AND DEFINITIONS COMMON TO

FAMILY/MEDICAL LEAVES UNDER THE FAMILY AND MEDICAL LEAVE ACT (FMLA),
CALIFORNIA FAMILY RIGHTS ACT (CFRA) AND PREGNANCY DISABILITY LEAVE
(PDL)
a. Return to Same or Comparable Job: Eligible employees returning from these unpaid
leaves have the right to return to the same or a comparable position.
b. Pay During Leaves: Employees may elect to use any or all of their accrued unused sick
leave or vacation during a family/medical leave, but employees on PDL are required to
use their accrued unused sick leave.
c. Pay Status and Source: The College allows substitution of accrued time off and
coordination of benefits received by the State of California in order to extend pay to
eligible employees. At no time can an employee receive more than 100% of her or his
base salary when coordinating benefits received by the College and other entities (SDI,
PFL, Worker's Compensation, etc.)

•

d. Benefits During FMLA/CFRA Leaves: Under both FMLA and CFRA, eligible employees
will be provided with continuation of health benefits as if the employee were at work, up to
12 weeks for each medical leave taken within a 12-month period. Both paid and unpaid
leave periods count toward the maximum twelve (12) week benefit. If otherwise entitled, the
employee will continue to accrue leave benefits when paid leave is being substituted for
unpaid leave, but will not accrue vacation or sick leave during the unpaid portion of the
leave.
e. Collection of Unpaid Premiums: Employees who would normally have a payroll
deduction for medical/dental/vision care coverage will be billed for those coverages for any
period without pay. The College reserves the right to recover premiums it paid for
maintaining an employee's health coverage if the employee fails to return to work from the
medical leave, or to discontinue benefits coverage if the employee has not paid the
premiums and the College has notified the employee in writing two times during a threemonth period. .
f. Requesting Family/Medical or PDL Leave: Employees must give reasonable, advance
notice of the desire or need to take family/medical leave or pregnancy disability leave.
Supervisors are required to notify Human Resources of the need for leave of those they
supervise so coordination of any necessary accommodations can take place and leaves
are accurately designated. Eligible employees must apply for leave by completing the
"Request for Leave" form and in the event of a serious health condition of the employee
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or immediate family member, the "Certification of Health Care Provider" form for each
occurrence.
g. Medical Certification of Employee's Own Serious Health Condition: An employee
requesting family/medical leave because of the employee's own serious health condition
must provide medical verification from a health care provider which includes: (1) date the
condition started; (2) how long it is expected to last; and, (3) a statement that, due to the
serious health condition, the employee is unable to perform the functions of his/her position.
The College may require that the employee obtain subsequent re-certification regarding the
employee's serious health condition if additional leave is required. At any time the College
may require, at its expense, an examination by an independent second health care provider.
If the opinion of the second provider differs from that of the employee's health care provider,
the College may require, at its expense, a third opinion. The third opinion is final and
binding.
h. Medical Certification for Family Leave: Employees requesting family/medical leave to
care for a child, spouse or parent must provide medical certification of the serious health
condition of the individual requiring care. The medical certification must state: (1) date the
condition started; (2) how long it is expected to last; (3) how much time the medical care
provider estimates the employee will be needed to care for the individual requiring care;
and, (4) that the condition requires a family member to provide care. The College may
require that the employee obtain subsequent re-certification regarding the serious health
condition of the child, spouse or parent if additional leave is required.

•

i. Accounting for Use of Leaves: Each of these medical leaves must be separately
designated on the employee's attendance report so Human Resources can track and
ensure accurate accounting for the leaves.
Return from Family/Medical Leave or Pregnancy Leave: Upon approval of a leave the
College will confirm the expected date of the employee's return. The following apply to
returns from family/medical leaves or PDL:
■ Any request for an extension of an approved leave must be submitted in writing to
Human Resources at least one (1) week prior to the expiration of the current leave.
■ Communication from/to the employee re the return date.
■ Failure to return on the agreed-upon date will be considered a voluntary resignation.
■ A written verification of the employee's ability to resume normal duties is required from
the health care provider prior to the employee's return from a medical leave. Any
modifications or restrictions upon return from leave must be detailed and in writing.
■ Upon return from family/medical leave within the allowable time, the employee will be
returned to their previous position, or an equivalent position will be made available to
them, unless: (1) the job has ceased to exist because of legitimate business reasons
unrelated to the leave; or, (2) reinstatement is being sought by any employee who is
exempt and among the highest paid ten percent (10%) of College employees, and
reinstatement would cause substantial and grievous economic injury to the College.
■ If during the approved leave, the child, parent or spouse being cared for no longer needs
care, the employee is expected to return to work immediately.
k. Definition of "Serious Medical Condition": A "serious health or medical condition" is an
illness, injury, impairment or physical or mental condition that involves either:

•

■ Inpatient care (for example, overnight stay) in a hospital, hospice or residential
medical care facility; or
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Continuing treatment by, or under the supervision of, a health care provider.
Continuing treatment may include:
■ Any period of incapacity of more than three (3) consecutive calendar days, plus
subsequent treatment;
■ A period of incapacity of more than three consecutive calendar days, plus a
subsequent period of incapacity relating to the same condition involving treatment
two (2) or more times by a health care provider; and/or may include a regimen of
continuing treatment including prescription medication or therapy.
■ Disability related to pregnancy (but only for FMLA leave that runs concurrently
with PDL);
■ Incapacity due to a chronic serious health condition or a permanent or long-term
condition for which treatment may not be effective.
■ Absences to receive multiple treatments by a health care provider, including
recovery from the treatments, such as chemotherapy, radiation, physical therapy
for severe arthritis, restorative surgery after an accident and kidney dialysis.

I.

•

Intermittent leave: May be taken only under the following circumstances:
•
•

In three (3) hour increments and designated on the appropriate attendance report.
Baby bonding leave must be a minimum duration of two (2) weeks and must
conclude within one year of the birth of the child or one year from the date the child
was placed in the employee's home for adoption or foster care.

H LACTATION BREAKS

(While the College's Lactation Policy is not a medical leave of absence, the policy is placed in
this section near Pregnancy Disability Leave.) The College will make reasonable efforts to
provide an opportunity and a private place (other than a restroom) that is close to the
employee's workstation to pump breast milk. Lactation breaks must, if possible, run
concurrently with any break time already provided to the employee. Additional break periods
used to express milk will be unpaid as allowed by law. When no private place is available close
to the employee's workstation, she may pump milk at her workstation, so long as she can do so
with privacy.

•

I. PAID FAMILY LEAVE PROGRAM (PFL)
The Paid Family Leave program (PFL), which was enacted into law by the California State
Legislature on January 1, 2004, provides partial wage replacement for employees who suffer a
wage loss in order to care for a seriously ill family member or for the birth or adoption of a new
child. It does not provide additional leave, job protection or reinstatement rights beyond those
provided by the Family and Medical Leave Act (FMLA), California Family Rights Act (CFRA), or
any other pre-existing applicable leave entitlement.
For more information, see Section on State Disability Benefits.
J. WORKERS COMPENSATION LEAVE
Employees with a work-related injury or illness are eligible for worker's compensation leave
so long as the leave request is accompanied by a written claim and doctor's certification of
the need for leave and, if possible, the anticipated return to work date. All employees are
eligible immediately upon hire.
Any leave required by injuries or illnesses attributable to verified work-related reasons will run
concurrently with applicable FMLA and CFRA leaves defined above. During a worker's
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compensation leave the College will continue its contributions to the employee's insurance
benefits for up to one (1) year; however the employee must also continue to pay his/her share
of the premiums and will be billed monthly.
The College will endeavor to place an employee in the same or comparable position upon
return from a worker's compensation leave. However, when operational or business needs
result in the College needing to fill the position, it may do so after the completion of the
required 12-week FMLA/CFRA leave, which runs concurrently with worker's compensation
leave.
For reporting procedures and requirements, please refer to Worker's Compensation in
Section IX.
K. PERSONAL LEAVE OF ABSENCE WITHOUT PAY
Employees may request up to six (6) month's personal leave of absence without pay.
Employees must make written application for personal leave at least one (1) month in advance of
the requested leave, and the request must be approved by the employee's supervisor before it is
forwarded to Human Resources. The Director of Human Resources or her/his designee will
review each request, consult with the employee's department, and grant or deny the leave at
his/her discretion.
An employee on a personal leave of absence must provide written notice to Human Resources
no less than 30 days before his/her expected return to work date. The employee's failure to
return on the agreed date will be treated by the College as a voluntary resignation. The College
cannot guarantee that the employee's prior position will be available upon return from a personal
leave of absence, but when possible within business needs will attempt to place the employee in
the same or a similar position.
Employees must use all accrued vacation during a personal leave. The use of paid leave during
a personal leave of absence for personal leave does not extend the total duration of the
approved personal leave. Paid vacation and sick leave will not accrue during the leave.
Other leaves of absence (including PDL, CFRA/FMLA, or workers' compensation leave) which
the employee takes or is eligible to take will count against the maximum amount of personal
leave available. For example, if an employee with a non-industrial disability takes twelve (12)
weeks of CFRA/FMLA leave prior to requesting a personal leave, the total amount of
CFRA/FMLA and personal leave combined may not exceed six (6) months. In addition, no
employee may take more than six (6) months of personal leave in any five (5) year period,
measured from the date on which the first personal leave of absence commenced.
During a personal leave of absence without pay, the College will cease making contributions to
the employee's insurance benefits programs and retirement programs. The employee may
continue participation in these programs during the leave, at the employee's sole expense, to the
extent permitted by the benefit plan contracts or documents.
Personal leave will not be considered as a break in service and the employee will retain the
same anniversary date, but those portions of a personal leave of absence without pay will not will
not be counted as time worked for salary purposes.
L. COMPASSIONATE LEAVE DONATION PROGRAM

•

The Compassionate Leave Donation Program is a voluntary plan which allows staff members to
donate sick leave to a leave donation pool to assist other employees who themselves are
experiencing a serious illness or who are the primary caregiver for a seriously ill family member.
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1. Eligibility - Recipients
a. Must be employed in full-time staff position for at least one year.
b. Must have used all of their own accrued sick and vacation hours.
c. Must use donated time for own serious illness or to care for seriously ill immediate
family members.
d. Must be in good employment standing with the College as determined by the Director
of Human Resources or her/his designee
e. Must complete application form and medical certification form.
f. May receive a maximum of 80 hours of donated leave per calendar year.
g. Will be paid at their current pay rate.
h. If receiving income from California State Disability Insurance (SDI), will have benefits
coordinated to the extent allowable by law.
i. May not be receiving benefits from the College's Long-Term Disability Plan.

•

2. Guidelines - Donors
A staff member donating sick leave hours must adhere to the following guidelines:
Donations are limited to a maximum of 40 hours of sick leave per calendar year.
Donations must be in increments of 7.5 hours or 8 hours, whichever is applicable.
Donors must maintain a minimum of 90 hours in their sick leave balance.
Donors must complete and sign a donation form authorizing Human Resources to
deduct hours from their sick leave balance and donate them to the pool.
e. Donations of sick leave, if made within 30 days of an employee's final date of
employment at the College, will not be effective.

a.
b.
c.
d.

3. Procedures
A request for compassionate leave donation must be initiated by the staff member in need. The
employee must submit a Request for Leave form available in Human Resources, plus a
completed Certification of Health Care Provider form used for Family Medical Leave requests,
which must include a statement of the employee's inability to work due to their own serious
health condition or the need to be a primary caregiver for an immediate family member, the
diagnosis and prognosis, including the anticipated return date.

•

Donated sick leave hours not used by the recipient for his/her current need will be returned to
the pool.
4. Definitions
■ Serious Health Condition: A physical or mental condition that requires inpatient care or
continuous treatment by a health care provider.
■ Immediate family member: Staff member's spouse, son, daughter or parent (as defined by
Family/Medical Leave Policy), or registered domestic partner.
M. CONFIDENTIALITY OF MEDICAL INFORMATION ("COMIA")
California's Confidentiality of Medical Information Act ("COMIA") protects the confidentiality of
individually identifiable medical information created by health care providers. COMIA also sets
forth limited circumstances in which release of such information to specified entities or
individuals is permissible. Employers are prohibited from using or disclosing oral or written
medical information pertaining to their employees without a written authorization from the
affected employee. To be valid, such authorizations must comply with standards set forth in
COMIA which require in part that the authorization be handwritten by the employee/patient who
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signs it or in typeface no smaller than eight-point type; clearly separated from any other
language on the same page; signed only to release medical information and for no other
purpose; and signed and dated by the employee/patient. The release may be cancelled or
modified at any time, effective upon written notice to the employer.
Medical records protected under COMIA may include:
•
•
•
•
•

a physician's report
lab results from a drug test
family and medical leave request forms if the forms disclose the nature of the
employee's illness
information about the employee's disabilities which the College is accommodating under
State or federal disabilities laws
Workers Compensation records

To protect confidentiality of employee medical records, the College must maintain a separate
file for each employee for information protected by privacy laws. Access to such information is
restricted and will be granted only to those with a legitimate business or educational need to
know (e.g., for administering employee benefit plans or in relation to a workers' compensation
claim) or when disclosure is compelled by judicial process.
N. REGISTERED DOMESTIC PARTNERS

•

Under California law, registered domestic partners are entitled to the same rights, protections
and benefits as are granted to spouses by laws, regulations, court decisions and government
policies. Where California law prohibits discrimination based on marital status there is a similar
prohibition against discrimination based on participation in a domestic partnership, past or
present.
In the administration of benefits programs, the insurer or College may require proof that the
domestic partnership is registered with the State of California on the same basis as the College
requires proof of a marriage or the dissolution of a marriage.
0. INSURANCE BENEFITS — INTRODUCTION AND ELIGIBILITY

Benefits are an important part of the compensation package received by eligible Saint Mary's
College employees. The College strives to offer comprehensive as well as competitive
programs in order to attract and retain employees.
1. Responsibilities
The Director Benefits and Compensation, under the direction of the College's Director of
Human Resources is responsible for the HR department's implementation of all benefit
policies and programs. Coverage is automatic only for benefits required by law (Social
Security, Medicare, Worker's Compensation, State unemployment insurance and State
Disability), and for the College's Emeriti program. Each employee is responsible for enrolling
in a timely fashion in all other benefit programs for which the employee is eligible.
2. Information and Forms

•

Employees should consult Human Resources for details of any benefit provided by the
College. Booklets, brochures, enrollment forms, claim forms and other information related to
benefits are available in Human Resources, and many forms and descriptions are available
on the Human Resources website.
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3. When Benefits Begin
Coverage for benefits with 30-day eligibility requirements (e.g., medical, dental and vision
plans and Emeriti), begins on the first day of the month after completion of 30 days. Long
Term Disability (LTD) coverage begins on the first day of the month following 90 days of
employment. All appropriate enrollment forms must be completed within the first 30 days of
employment. There is no pay in lieu of any benefit.

•

4. Staff Benefits Eligibility

Benefit Plan

Medical
Dental
Vision
Life
Long-Term Disability
Employee Assistance
Program (EAP)
TIAA-CREF
Retirement
Emeriti Program
Worker's Comp
Unemployment
State Disability
Social Security
Medicare

Full tine benefit
eligible: 1,560-2,080
hours per year

Part lime benefits
eligible: 1,040— 1,559
hours per year

X
X
X
X
X

Prorated
Prorated
Prorated

Fewer than 1,040
hours per year(incl.
Temporary & on-call
employees)

X
X
X

X

X and age 40
X
X
X
X
X

X and age 40
X
X
X
X
X

X
X
X
X
X

P. BENEFIT PLANS
A summary of insurance benefits provided by Saint Mary's is provided below. This summary
is brief and should not be relied upon as a complete description of each plans provisions and
limitations. For more detail, please contact Human Resources office and request summary
plan descriptions or other plan documents that provide more comprehensive information. The
College also provides Benefits Orientations at which employees receive a binder of current
plan information.
1. Health, Dental and Vision
The College offers comprehensive health, dental and vision programs with several plan
designs and carriers, including Kaiser Permanente, Health Net or similar medical plan, Delta
Dental plans, Vision Service Plan (VSP). Health plans may have more than one choice of copay levels. The plans to be offered and the employees' premium co-pays options are
established each fall and are typically communicated in November prior to the December
open enrollment. Benefits are typically in effect for the calendar year. Premium co-payments
vary depending on plan choices, whether coverage is for employee only, employee plus
spouse or 1st dependent, or family (employee plus two or more dependents). Employees can
select different levels for different types of coverage, e.g. if spouse or registered domestic
partner has his/her own medical plan, the employee can elect employee-only for medical,
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and employee plus one for dental and vision. Employee-paid premium costs are paid
automatically through pre-tax payroll deductions.
2. Long-Term Disability (LTD)

The College provides long-term disability coverage for those scheduled to work 1560 hours
per year or more. The plan provides partial protection for eligible employees against loss of
income during prolonged periods of disability. Under the plan, benefits are payable to an
employee who is totally or partially disabled from any cause, beginning after 90 days of
continuous disability.
3. Term Life Insurance

The College provides term life insurance for those working 1560 hours per year or more. The
basic coverage equals one time the employee's annual base salary, to a maximum annual limit.
Coverage begins on the first day of the month following 30 days of employment. The full cost of
this coverage is paid by the College. Staff may also purchase additional amounts of group life
coverage for themselves, their spouses or their children at rates determined by the carrier. At
termination, the employee has the option of converting this benefit to individual coverage, under
the terms of the policy offered by the College's insurance carrier.
Included with this group policy are:

•

a. Accidental Death and Dismemberment Insurance - In the event of accidental death
or dismemberment, benefits will be payable based upon a schedule determined by the
carrier.
b. Travel Related Assistance - Travel related assistance is provided when traveling at
least 100 miles away from home for either business or pleasure. Services include
coordination of hospital admission, interpreter services and legal referrals.
4. Employee Assistance Program (EAP)

This is a free, confidential counseling and referral service for employees who work 1560
hours per year or more, their dependents and retirees. The EAP can assist with a variety of
problems and issues including marriage, family and child counseling; stressful conditions; job
performance; substance abuse; debt management; elder care and legal assistance. This
Saint Mary's College benefit plan provides up to eight (8) confidential counseling sessions each
calendar year by a licensed professional near the employee's home or work. An employee not
eligible for the Employee Assistance Program benefit can confidentially request EAP coverage
on an exception basis by contacting the Director of Benefits & Compensation, the Director of
Recruitment & Employee Relations, or the Director of Human Resources. For more information
on the Employee Assistance Program (EAP), pick up a brochure at the HR office.
5. Benefits Enrollment

Employees must enroll in applicable benefits within the first 30 days of eligibility by completing
the appropriate carrier enrollment forms. The College will make every effort to notify the
employee of eligibility of benefits after the first 30 days, but it is the responsibility of each
employee to complete the required forms in a timely manner. The Human Resources staff is
available to answer questions related to benefits.

•

a. Open Enrollment: Employees who wish to make changes to their benefit programs
may do so during the open enrollment period in the fall for an effective date of January 1st
of the following year. Changes include adding or switching health or dental coverage,
enrolling in voluntary benefit programs or adding dependents not enrolled in the first 30
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days. Employees may delete dependent coverage at any time by completing the
appropriate carrier form. Change forms for are required and are available in Human
Resources.
b. Life events: Employees who experience a life event (i.e. birth, marriage, adoption,
death, divorce or loss of a spouse's employment) may make changes during the year, but
must do so within 30 days of the qualifying event. Those wishing to enroll spouses or
dependents at times other than open enrollment will be required to prove loss of insurance
coverage.

•

6. Tuition Waiver Benefit
After one year of employment, full-time employees and their eligible dependents are eligible
to take advantage of attendance at most Saint Mary's College courses, with reduced or fullywaived tuition, subject to certain limitations summarized in this section, and described more
fully in the Tuition Waiver Policy available in Human Resources and on the HR website.
a. Requirements and Limitations: A partial list of tuition waiver requirements and
limitations applicable to employee, spouse and children of employees includes:
•
•

•

•

•

•

•

Employees must have completed one (1) year of full time employment with the
College to be eligible for tuition waiver for themselves, spouses or eligible children.
An applicant for tuition waiver must meet the normal application and admissions
requirements of the College and of the academic program for which application is
being made.
Courses not eligible for tuition waiver include inter-institutional or contract programs,
courses in doctoral programs, coursework at other institutions. Participation in Jan
Term classes requires the written consent of the Director of Human Resources
Tuition waiver for any one student, including employees and their dependents, and
near relatives of Christian Brothers, may be received for a maximum of four (4)
academic years and may be applied only to courses undertaken in a single degree or
certificate program.
With the exception of Families Enrolling Four Children and Catholic school teachers,
all tuition waiver benefits must be approved by Saint Mary's Human Resources
department. For more information on tuition waiver for Families Enrolling Four
Children, for Catholic School Teachers, for Near Relatives of Christian Brothers and
for Christian Brothers' Formation Personnel, see full policy available in Human
Resources or on the HR website.
Application for a waiver shall be made to Human Resources at the time of application
for admission to the College is made. Renewal applications shall be made to Human
Resources on or before the deadline set by Human Resources for such applications,
and prior to each term for which a tuition waiver is requested.
This plan may be revoked or modified by the Board of Trustees of the College,
effective for current or future participants and commencing with the academic year
immediately following the date of such revocation or modification.

b. Job-Related Courses for Eligible Employees: With the approval of an employee's
supervisor and department head, and the approval of the employee's area vice president
and the Vice President of Finance, a 50% tuition reduction will be granted for eligible
Saint Mary's courses that are clearly job-related related, that will substantially benefit the
College by increasing the employee's skills in his/her current job. Tuition for job-related
coursework will be charged to the employee's department.
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c. Spouses/Registered Domestic Partners and Non-Job Related Courses: After one
year of full-time employment, full-time benefits-eligible employees and their spouses or
registered domestic partners may take up to one Saint Mary's College per semester,
quarter or term with 100% of tuition waived.
d. Requirements Specific to Children of Employees: Full tuition waiver is granted for
the sons and daughters of full-time benefits-eligible staff and faculty members currently
employed, provided such employees have completed one (1) year of full time
employment with the College, with the following restrictions and obligations:
•

•
•

•

The student(s) must be dependents for tax purposes, must have enrolled before
reaching age 21, and must have met the normal admission requirements of the
College and academic program to which they are applying.
Each child receiving tuition waiver is subject to all rules and policies applicable to
students of the College generally.
Subject to continued good standing of such child as a student at the College, a waiver
granted under this plan shall, upon application of such child, be renewed annually for
a maximum of four (4) academic years and may be applied only to courses
undertaken in a single degree or certificate program.
Any child who receives full tuition waiver benefits may not receive additional financial
assistance from Saint Mary's College in the form of academic scholarships or athletic
grants.

7. Tuition Exchange Program

•

a. Program Description: This program provides a national scholarship exchange for
dependents of eligible employees of over 550 participating institutions throughout the US
and UK. Colleges and Universities participating in the program have agreed to waive
tuition for eligible dependents from other member institutions. Approximately 3,000
students receive scholarships each year through this national program. Saint Mary's
awards scholarships to dependents of eligible employees based on full time seniority.
Two (2) new tuition exchange scholarships are awarded each year. For those awarded
tuition exchange scholarships, tuition to partner institutions is waived providing the
College maintains an even import-to-export ratio.
b. Eligibility: Full time staff employees who work 30 or more hours per week, 12
months per year (1560 hours or more per year) who have completed one (1) year of
employment can apply for these scholarships for their eligible dependents. Sons and
daughters of eligible employees who are considered by the Internal Revenue Service to
be legal dependents, and who have enrolled in or have applied to member institutions
prior to attaining age 25 are eligible to be awarded a tuition exchange scholarship.

•

c. Requirements and Limitations: Other requirements and limitations include:
• All students must seek admission to the partner institution and meet any applicable
admission requirements.
• Verification of dependent status is required.
• Participation in this program is in lieu of eligibility for enrollment at Saint Mary's
College.
• A tuition exchange scholarship is for up to four (4) years of full-time undergraduate
degree study, provided the student maintains continuing eligibility.
• Room, board and fees are normally NOT included in the scholarships offered by the
host institution.
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Some institutions may award less than full tuition, and most institutions will reduce
their scholarship by the amount of other grants available to the student.
Excluded from scholarship are part-time study, graduate study, study in a non-degree
program and study for a second undergraduate degree.
Application for the Tuition Exchange Program does not guarantee acceptance to a
member institution or insure a scholarship.

d. Application: By October 1 of each academic year the College will be able to
determine the number of Tuition Exchange Scholarships available for the following
academic year based on the current number of imports and exports and the continuing
eligibility of dependents enrolled the previous year. Applicants must complete the
"Application for Tuition Exchange Scholarship" form and return it to Human Resources no
later than October 31st. Human Resources will determine eligibility and inform the
employee/parent of the dependent's priority by November 15, based on the following:
e. Process: If the number of applicants is equal to or less than the number of
scholarships two (2) per academic year), all applicants will be given the opportunity to
apply to a partner institution. If the number of applicants exceeds the allowed number of
exports, applicants will be selected as follows:
•
•

•

First priority will be given to applicants based on the employee/parents' continuous
full-time employment at Saint Mary's College.
If the employee/parent has the same continuous years of full-time service, ranking will
be based on the date of submission of the application to HR or, in the event of a tie, a
lottery.
Applicants who are not selected will be placed on a list as alternates. Alternates who
are not selected but choose to enroll in a partner institution on their own may reapply
for Tuition Exchange the next academic year. In the event that a recipient fails to earn
admission to a partner institution, chooses to enroll in a non-tuition exchange
institution, or otherwise forfeits the right to receive the scholarship (i.e. termination of
parent's employment due to either action of College or resignation of employee,
ineligible dependent status, etc.), alternates will be selected in the priority order listed
above.

•

Awardees must inform the Director of Benefits and Compensation no later than April 15th
that they have been accepted and have enrolled in a host institution. Scholarship winners
who fail to meet this requirement will forfeit their awards to an alternate on the waiting list.
f. Continuing Eligibility: Students will normally receive up to four (4) years of tuition.
Continued participation depends upon yearly re-certification. Accordingly, each recipient
MUST:
•
•

Submit a transcript of their academic records to Human Resources within one month
of the end of their academic year, AND
Complete a "Scholarship Renewal" form and submit it to HR no later than August 1st.

Human Resources will verify and notify the employee/parent of the dependent's
continuing eligibility. HR and the host institution must be notified immediately if the
awardee takes a leave of absence or otherwise interrupts enrollment.
g. For Additional Information: For additional information about the Tuition Waiver and
Tuition Exchange benefits, contact Human Resources or check the HR website for the
full text of each of these programs.
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Q. BENEFITS RELATED TO RETIREMENT
1. TIAA-CREF Retirement Plan
The College provides a retirement contribution to Teacher's Insurance Annuity
Association/College Retirement Equities Fund (TIAA/CREF) of 8.25% of an eligible, enrolled
employee's semi-monthly earnings. Eligible employees are encouraged, but not required, to
enroll. To be eligible, an employee must work 1,000 hours per year or more, and must 1)
have completed one (1) year of employment at Saint Mary's College of California, 2)
currently own TIAA/CREF contracts; or 3) have previously been employed by an institution of
higher education for at least one year. The employee is not required to contribute to the
program in order to receive the College's benefit, but employees are encouraged to save for
their retirement via regular tax-deferred payroll deductions. Funds are immediately vested
for both employer and employee contributions. On retirement, employees with a TIAA-CREF
account should consult with a TIAA-CREF representative to determine the best options
based on thel employee's needs in retirement.
2. Emeriti Retirement Health Solutions (Emeriti)

•

The Emeriti Retiree Health Plan for Saint Mary's College of California is designed to help
eligible employees pay for medical expenses after employment with College ends, beginning
at age 55, in a tax-advantaged manner. It is also designed to provide eligible retirees with
access to affordable nation-wide health insurance coverage beginning at age 65 throughout
retirement. This new program is being offered by the College through Emeriti Retiree Health
Solutions (Emeriti), a collaborative arrangement of more than 40 institutions of higher
education.
a. Contributions: Under the program, the College contributes a flat dollar amount to an
Employer Contribution Account for each benefits-eligible employee age 40 and older for
up to a maximum of 25 years. For Academic Year 2007-2008, that amount is $55 per
semi-monthly pay period, which annualized is $1,320 per year. Employees age 21 and
older can also make after-tax contributions of any amount to an Employee After-Tax
Contribution Account, as part of planning for medical costs in retirement. Employee
contributions are immediately vested and contributions by the College are vested after
five (5) years of continuous service. Employees can direct the investment in both
accounts (the "Health Accounts") through the plan's administrator Fidelity Investments.
b. Benefits Available in Retirement: Upon retirement (defined as age 55 or older and 5
years or more of continuous service), the Health Accounts can be used to reimburse
eligible medical expenses, including the cost of medical, dental, vision and long term care
insurance premiums. Emeriti also provides access to a nation-wide health insurance plan
with choice of coverage level and at group rates to Medicare-eligible employees at age
65, as well as to eligible dependents through Aetna. A participating employee who ceases
employment prior to achieving five (5) years continuous service may still use, if he/she
has made contributions to, an Employee After-Tax Contribution Account to receive
uninsured reimbursement benefits upon attaining age 55.

•

c. Eligibility: A Benefits-eligible employee hired on or after July 1, 2007 will become a
participant in the Emeriti Retiree Health Plan on the date he or she first makes a
contribution to an Employee After-Tax Contribution Account (on of after age 21) or on the
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date the College first makes a contribution to the employee' Employer Contribution
Account (on or after age 40). Benefits-eligible employees hired prior to July 1, 2007 had a
one-time option to enroll in the new Retirement Health Program (Emeriti) in lieu of the
College's previous retirement health program described below, if eligible for the benefit at
the time of retirement. Those benefits-eligible employees who did not affirmatively enroll in
the new Retirement Health Program (Emeriti) by June 29, 2007 will not be able to enroll in
Emeriti in the future.

•

d. For More Information: This is a brief summary of the Emeriti Retiree Health Plan. The
Summary Plan Description (SPD) provides a more detailed description of the plan and
you may request a copy from the Human Resources Department. The HR department has
other information on this Plan, plus general information about Emeriti is available at
www.emeritihealth.org/emeritihealth.htm This Handbook, the various websites and
brochures and the SPD are only to provide you with general information about the Emeriti
Retiree Health Plan; in the event of a conflict between the Handbook, the SPD or other
descriptive sources and the Plan document, the Plan document will control.
3. Five Year Retirement Medical Benefit

If not enrolled in the Emeriti Retirement Health Solutions program (Emeriti), employees hired
prior to July 1, 2007 may be eligible receive limited health and dental benefits for up to five
(5) years after full retirement at the same premium rates as similarly-situated active
employees. Employees hired or re-hired on or after July 1,2007 are automatically enrolled in
the Emeriti program and are not eligible for the Five Year Retirement Medical Benefit.
a. Eligibility: To be eligible for the Retirement Medical Benefit, the employee at time
employment ends must be at least 55 years of age, have completed 15 years of
service, and be covered under the College's health and dental programs at the time
of retirement.
b. Benefit: For eligible employees and their spouses, the College will continue to pay the
current applicable active employee premium (which changes each year) for up to five
(5) years. Once a retiree attains age 65, he/she will be required to enroll in a
Medicare Supplement Program, and any premium charges above the allotted active
employee rates shall be paid by the retiree. Dental coverage also ends at age 65.

•

4. Social Security/Medicare

All employees (excluding student workers during the academic year) are required to
contribute to Social Security and Medicare which are designed to provide retirement
payments as well as medical, disability and survivor benefits in retirement. The College also
contributes an amount for each employee; the level of employee and College contributions
are determined by federal law. Prior to retirement, employees should contact their local
Social Security Administration office to receive a detailed benefit illustration.
5. Supplemental Retirement Annuities

Voluntary additional contributions, known as Supplemental Retirement Annuities, can be made
on a tax-deferred basis. Although the College permits the voluntary selection of alternative
carriers for employee contributions, it will not contribute to any carrier except TIAA-CREF.
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R. EMPLOYEE BENEFITS CONTINUATION/TERMINATION
1. When Benefits End
Employee benefits mandated by law (Social Security, Worker's Compensation, State Disability
Insurance ("SDI") and State Unemployment Insurance ("sun cease when the employee
terminates his/her employment, as do TIAA-CREF contributions and any other voluntary
benefits such as tuition waiver, tuition exchange and voluntary life insurance. Health, dental,
vision, life, Long Term Disability ("LTD") and Employee Assistance Program ("EAP") coverages
terminate the last day of the month in which the covered employee's employment terminates,
unless the employee qualifies for continuation of those benefits.
2. Health Benefits Continuation Plan
The College's health benefits continuation plan (similar to COBRA) allows employees, spouses
and dependents to continue medical, dental, vision and EAP benefits when certain qualifying
events occur, including termination of employment, reduction of hours, death of the employee,
divorce or legal separation, retirement, or loss of dependent status. In most instances, benefits
may be continued for 36 months. Premiums are paid entirely by the person(s) covered,
including a 2% administration fee payable to the company administrating the College's
Continuation Plan. Employees, spouses and dependents must be covered under one of the
College's programs at the time of the qualifying event to be eligible for continuing coverage.
Employees terminating employment will receive a letter which describes the plan from the
College's administrator.
3. Employees Receiving Long Term Disability
Employees who are receiving benefits under the long-term disability program will receive
benefits such as medical, dental, vision and EAP for a period of six (6) months after long-term
disability benefits begin. Employees will be responsible for the costs for any applicable
dependent health coverage for the entire period of disability. After six (6) months, employees
on disability will be eligible to continue health benefits under the continuation program described
above up to the maximum allowable time. If an employee is not eligible for Long Term Disability
payments, the employee can continue their benefits as described in the paragraph above.

S. BENEFITS REQUIRED BY LAW
1. Worker's Compensation

•

All employees (excluding consultants/independent contractors and Christian Brothers) are
covered by worker's compensation insurance for work-related injuries or illnesses, as
required by law, at no cost to the employee. The coverage is effective on the first day of
employment. Benefits may include payment for eligible expenses related to an injury or
illness, weekly payments to supplement lost wages or permanent disability benefits. An
injured worker may also be eligible for vocational rehabilitation benefits, which include
retraining for or placement into an alternative occupation. The cost is paid by the College.
For more information on the Worker's Compensation Program, see the Director of Benefits
and Compensation, in Human Resources.
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2. Unemployment Insurance (UI)
All employees (excluding student workers during the academic year, Christian Brothers and
consultant/independent contractors) are eligible to apply for State Unemployment Insurance
(SUI), and may receive Unemployment payments depending on the reason(s) for
unemployment. The employee is responsible for submitting a claim to the State Employment
Development Department (EDD). The cost of Unemployment Insurance is paid by the
College.

•

3. State Disability Insurance (SDI)
All employees (excluding student workers during the academic year, Christian Brothers and
consultant/independent contractors) are covered by State Disability Insurance (SDI). This
insurance is payable when the employee is unable to work because of a non-work related
accident or illness. The State of California annually determines both the contribution rate and
the payment rates for eligible employees. Unemployment and Disability benefits cannot be paid
for the same period. State Disability Insurance provides limited income during short-term
disabilities (up to 52 weeks) and is funded by employees through payroll deduction.
Because SDI benefits do not entirely replace wages that are not earned during a covered
absence, employees may coordinate the benefits provided under the Sate Disability
Insurance program with accrued vacation and sick leave in order to maximize these benefits.
Contact Human Resources for details on benefit coordination.
4. Paid Family Leave Program (PFL)
The Paid Family Leave program (PFL), enacted into law by the California State Legislature on
January 1, 2004, provides partial wage replacement for employees who suffer a wage loss in
order to care for a seriously ill family member or for the birth or adoption of a new child. It does
not provide additional leave, job protection or reinstatement rights beyond those provided by the
Family and Medical Leave Act (FMLA), California Family Rights Act (CFRA), or any other preexisting applicable leave entitlement.

•

PFL benefits may be paid for a maximum of six (6) weeks within a 12-month period, following a
mandatory seven (7) day waiting period. The 12-month period is measured from the first day
the employee first establishes a valid claim for PFL benefits. Benefits received from PDL will be
coordinated with an employee's accrued time off benefits. An employee may use accrued
unused sick leave or vacation during the mandatory seven (7) day waiting period and
supplement their PFL benefits with any remaining accrued leave. At no time can an employee
receive more than 100% of his/her regular compensation.
Employees wishing to receive pay under this program must apply to the State of California for
these benefits. For more information, contact Human Resources.
5. FICA/Medicare: All employees (excluding student workers during the academic year,
Christian Brothers and consultant/independent contractors) are required by law to contribute
FICA and Medicare with a matching contribution from the College. These mandated
programs provide income and benefits to those age 65 and older.
T. VOLUNTARY BENEFITS
The College offers several discounted or reduced rate programs in which employees can
participate at their own expense. Enrollment for these programs is available only during open
enrollment.
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1. Reimbursement Accounts
Eligible employees (those working at least 1040 hours per year and paid 12 months per year)
may participate in health and/or dependent care reimbursement accounts to, in effect, pay for
eligible expenses with non-taxed dollars. To participate, employees estimate their predicted
out-of-pocket medical and dependent care expenses for the upcoming year, and submit a
Reimbursement Account enrollment form (available from HR and the HR website) no later
than December 31 for the following calendar year. The annual amount(s) are deducted in
equal pre-tax amounts throughout the following year.
Participating employees submit documented qualified expenses to HR during the year, and
receive reimbursement checks for eligible expenses. Claims for eligible expenses during a
calendar year must be submitted for reimbursement by no later than March 31 of the
following year. NOTE: per IRS regulations, any funds that remain in the account after the
March 31 deadline will be forfeited, and any changes to these programs can only be made if
qualified "life events" occur.
2. Accident Insurance
Accident insurance is available which covers a wide range of injuries. The benefits are
designed to help pay for high out-of-pocket costs that may not be covered by traditional
health insurance, for covered accidents that occur off the job. Depending on the plan chosen,
Accident insurance may include coverage for on-job accidents. Accident insurance is
available to the employee and family members.
3. Interest-Sensitive Whole Life Insurance
Interest-Sensitive Whole Life Insurance is designed to provide death benefits to your
beneficiaries if you pass away, and also can build cash value that you can utilize while you
are still alive.
4. Critical Illness Insurance
Critical Illness Insurance Plan is designed to help cover out-of-pocket expenses you or your
family may incur following the diagnosis of some critical illnesses, such as heart attack,
stroke, major organ transplant, permanent paralysis, end-state renal (kidney) failure and
coronary and artery bypass surgery. Out of pocket expenses can include alternative
treatments, rehabilitation, deductibles and co-payments.
5. Optional Term Life Insurance
Employees may purchase term life insurance beyond the College-paid one times annual
salary, in increments of $10,000 up to $300,000. The rates are set by the carrier and are
dependent on information such as the age of the individual to be covered.
6. Automobile and Homeowners Insurance
Coverage for auto and homeowners insurance can be purchased at discounted rates.
7. United States Savings Bonds
Employees may purchase savings bonds through payroll deduction.

•
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8. Credit Union Membership
The College makes it easy to sign up with a credit union. Credit Unions offer essentially the
same banking privileges as mainstream banking firms, may pay higher interest rates for
savings accounts, and may offer loans at lower interest rates than banks and other financial
institutions.

•

9. Tax Sheltered Annuities
While the College will only direct its retirement contribution to the TIAA/CREF program,
employees may contribute to any entity that offers tax sheltered annuities or retirement
savings programs. Employees are responsible for procuring the product and completing any
necessary agreements.
10. Pre-Paid Legal Services
This program provides confidential access to legal services through a selected and monitored
legal service network. Services include unlimited consultations, letter and phone call on your
behalf, review of documents, representation for moving traffic violations, IRS audits, trial
defense services and access to an attorney 24 hours a day, 7 days a week in the event either
you or a family member is arrested or detained.
Employees join by filling out a membership application, available from Human Resources, at
any time during the year. Coverage includes the employee, spouse or registered domestic
partner, children up to the age of 21 if unmarried and living at home, or up to age 23 if fulltime college students. The employee pays for the coverage, but the monthly charge can be
paid through payroll deduction.
U. OPPORTUNITIES AND ADVANTAGES OF WORKING AT SMC

Beyond the beautiful setting, manicured grounds, areas for reflection and abundant wildlife,
working at Saint Mary's College offers additional advantages and opportunities to serve.
Note: most of the following programs require a staff ID, which can be obtained through the
Business Office after completing forms available in Human Resources.

•

1. Athletic Events
College employees can attend athletics games and events on campus; attendance is either
free or at reduced prices. Staff I.D.'s are needed for most campus events. Employees can
purchase additional tickets for family and friends.
2. Fitness Classes and Facilities
The College has provided subsidies for Yoga and Pilates classes. Participants pay a fee that
is determined by instructor cost and size of classes. For information regarding classes in
session, watch the Campus Bulletin and email. Campus Ministry offers off-campus local
weekend meditation retreats. Athletic facilities and equipment are available to all staff.
Employees can work out on their lunch times or after work in Madigan Gym, through pick-up
basketball, stair masters, elliptical machines or the pool. The facilities (pool, tennis courts,
basketball courts etc.,) are available for staff use within the guidelines determined by the
department.
3. Flex Dollars
Employees who purchase $50 on their staff ID cards receive $60 food credit at any of the
eating establishments on campus (Café Louis, Oliver Hall, Roncalli, and Subversions), and
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also receive an additional discount at time of purchase. "Flex Dollars" can be purchased at
the Sodexho Food Services office in Roncalli.
4. Library
Employees can have all of the benefits of online and in-person assistance by the
knowledgeable staff members in the College's Library located in Saint Albert Hall.
Employees can check out best sellers, videos and popular periodicals.
5. Hearst Art Gallery
Beautiful donated and College-owned art is on rotating display at the Hearst Art Gallery on
campus. The Art Gallery has special shows and events, and has a small but excellent gift
shop. Original paintings and other works of art are also on display in buildings and offices
across campus.
6. Staff Council
The Staff Council provides input to College policies and changes affecting staff employees,
and coordinates staff employee events on campus. The Staff Council consists of members
elected through voting by staff employees.
7. Celebrating Diversity Committee

•

This committee, nominated by the President and the Vice President for Mission, sponsors
campus conversations and learning opportunities related to understanding and celebrating
diversity within our community. The membership of the committee includes two staff
members (three year terms), two faculty members, two members of Presidents Cabinet, one
alumnus/alumna and one student.
8. Campus Athletic and Recreational Sports Committee
This committee provides guidance for intercollegiate athletic programs of the College, well as
with the programs for sports clubs, intramural sports and recreational activities for the
general College community. Among the twelve committee members are two staff members
appointed by the Provost or designee (three year terms), the Athletics Director, the Associate
Director of Athletics for Compliance/Senior Woman Administrator, and the Assistant Director
of Athletics and Recreational Sports.
9. Educational and Cultural and Events
Most events that occur on campus are offered to faculty and staff at either discounted or free
rates, including noon talks by faculty, films, and visiting leaders in social justice. Most events
are scheduled during "Community Time" a mid-day period on Wednesdays during which no
classes are scheduled.
10. Mission-Related Events and Service
There are many opportunities to learn more about the mission of the College, including
monthly "Soup and Substance" noon discussion of a Lasallian reading with students, staff
and faculty, the Lasallian Leadership Institute programs, the Buttimer Institute Lasallian
studies program, the Lasallian Social Justice Institute, and immersion programs in El Paso,
Chicago, San Francisco, India and Sri Lanka. The College also celebrates the Mass of the
Holy Spirit, Welcome Mass for the community, the annual Convocation, and celebrations of
our Catholic and Lasallian tradition.

•
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11. International Programs
Staff, faculty and Brothers can attend a Saint Mary's summer study abroad program with
tuition waiver once the minimum number of ten (10) students has enrolled. For more
information contact the Center for International Programs on extension 4352.

•

12. Discounts
Several discounts are offered to College employees, including
•
•
•
•
•

10% discount at the College bookstore;
Discount in Hearst Art Gallery gift shop;
Theme park discounts are available in HR
Sprint personal telephone plan discounts
Some retailers have discounted electronic equipment and software prices for college
employees and students

13. Moraqa School District Enrollment Policy
A pupil whose parent or legal guardian is employed within the boundaries of the Moraga
School District is considered to have complied with residency requirements (AB 2071).
Admission to Moraga schools, however, is based on a review of space availability, student's
citizenship record, additional services required by the student, and any other factors affecting
the interests of the student or the District.
15. ATM Machine

•

A Bank of America ATM is located on campus in Ferroggiaro Hall for cash withdrawals.
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IX. SAFETY, HEALTH AND ENVIRONMENTAL SERVICES
A. CAMPUS PUBLIC SAFETY
The service and assistance of the College's Public Safety personnel is available to all
College employees as well as to students. The Public Safety Department is charged with
monitoring and preventing conduct that might interfere with the mission of the College and/or
violate College policies. Employees must contact Public Safety to report
loss or theft of College-owned property in any location
loss of personal property while on College-owned or controlled property
commission or potential commission of a crime on College-owned or controlled
property
• violations of campus policies which Public Safety has responsibility to enforce
• possible crisis situations
• problems related to traffic and parking.
Note: personal property is not covered by the College's insurance. Employees should check
their homeowner's or renter's insurance policies for coverage of lost or stolen personal items
brought on to campus.
•
•
•

B. JEANNE CLERY DISCLOSURE OF CAMPUS SECURITY POLICY, THE CAMPUS CRIME
STATISTICS ACT OF 1998, AND THE CAMPUS SEX CRIMES PREVENTION ACT

•

As provided by the Jeanne Clery Disclosure of Campus Security Policy and Campus Crime
Statistics Act of 1998, Saint Mary's College of California through its Department of Public
Safety, annually provides notice and makes available copies of the Annual Security Report,
to the campus community, prospective students, employees and the public. In addition, as
provided by the Campus Sex Crimes Prevention Act, the Contra Costa County Sheriffs
Office maintains a Megan's Law database of sex crime offenders. For more information see
the full policy in Section I.
C. VEHICLE USE POLICY
1. Policy
Saint Mary's Policy on the use of College bus, van pool and electric cart use is under the
control and administration of the Office of the Physical Plant. A DMV Class B license is
required for driving the 18-passenger bus and the 15-vehicle vans. Eight (8) passenger vans
and electric carts require a DMV Class C auto license. Van drivers must be 18 years of age
or older, possess a current, valid United States driver's license issued by the Department of
Motor Vehicles (DMV), and have an acceptable driving record, as determined by the
College's insurance carrier. An SMC faculty or staff member must accompany the bus or
van. College-owned, -leased or —rented vehicles cannot be driven out of the country at any
time. More detail about this policy can be found on the Physical Plant website.
The use of College-owned, -rental or -leased vehicles is limited to authorized employees,
volunteers or students. These vehicles are provided for use in College-related activities and are
not for personal use unless authorized by the President or the Vice President of Finance. Using
these vehicles is a privilege, not an entitlement.

•
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2. Vehicle Safety and Accident Reporting
Employees, volunteers or students driving for College-related activities must have a current,
valid United States driver's license issued by the DMV and an acceptable driving record. Any
change in license status or driving record must be reported within one working day to the
Administrative Services Coordinator in the Finance Department. From time to time, the College
or its insurance carrier will request reports from the Department of Motor Vehicles regarding the
license status and driving record of employees who drive College vehicles. In the event that the
license status or driving record of any employee whose responsibilities include driving becomes
unacceptable to the College or the College's insurance carrier, that employee may be restricted
from driving, reassigned, suspended or terminated, at the discretion of the Vice President for
Finance, in consultation with the employee's department and the Director of Human Resources.

•

In the event of an accident while driving a College-owned, -leased or -rented vehicle or an
accident while driving a personal vehicle on College business or College-related activity must be
reported within one work day to Administrative Services in the Finance Department. NOTE: In
the State of California, it is the vehicle driver's responsibility, if an accident involves death or
personal injury or more than $750.00 damage to a car or property, to report the accident within
five (5) days to the Department of Motor Vehicles. You can download an Accident Form from
their website: www.dmv.ca.qov
3. Drivers Safety Training
All drivers of College owned, rented or leased vehicle or their own vehicle on SMC business
should complete at least one drivers' safety program. A driver's safety program is provided
by the College's Department of Environmental Health & Safety.
D. ENVIRONMENTAL HEALTH AND SAFETY
Environmental Health and Safety coordinates the development of various programs and
training in response to various environmental, health and safety issues. Some of those
programs and policies are described below. For additional information and up-to-date
programs, policies and training, please refer to the Environmental Health and Safety (EH&S)
website.

•

E. INJURY AND ILLNESS PREVENTION PROGRAM (IIPP)
The College is committed to providing a safe and healthy workplace and, to this end, has
implemented an Injury and Illness Prevention Program (IIPP). Supervisors are expected to take
all reasonable steps within their control to provide a safe environment and to comply with
federal, state, and local safety regulations, including but not limited to applicable U.S.
Environmental Protection Agency and Cal-OSHA requirements.
Employees are expected to adhere to all safety rules, follow established safe work practices and
exercise caution in all work activities. Employees are to report immediately any work condition
they perceive to be unsafe, as well as any job-related accidents or injuries, to their immediate
supervisor. When possible, the supervisor is to correct any unsafe work condition and, in all
cases, promptly report the situation to Environmental Health and Safety, (EH&S).
The College's written Injury and Illness Prevention Program (IIPP), was also established to
identify and evaluate hazards or health issues for their accident or injury potential. This Plan
guides faculty and staff on what they need to do to prevent employee and student injuries by
defining responsibilities, providing safety policies and rules, and providing forms for reporting
purposes. The IIPP also defines an Environmental Health and Safety Committee to review
polices and to guide the administrator of the program.
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Employee injuries shall be documented on an Accident Report form, available on the Human
Resources website, or in the HR office. If there is no injury, but a "near miss," use Form
1501 Incident/Near-Miss available on the EH&S website.
Applies to: All faculty and staff employees, student workers, interns, and contract personnel
working on Saint Mary's College campuses.
Training required: Required once in each College employee's career, unless there is a
dramatic change in the program or on-site hazards. Also required once for other applicable
individuals described above.
Standards' location: EH&S website, Human Resources website, and hard copy in Physical
plant office.
F. NO SMOKING POLICY
Smoking is prohibited inside all residential and non-residential buildings. In addition, smoking is
prohibited in College -owned or -leased vehicles, outdoor campus facilities or places of
entertainment, in patios, porticos or walkways protected with an overhang, within 20 feet of
entrances and windows, or as posted.
G. HAZARD COMMUNICATION PROGRAM
Saint Mary's Hazard Communication Program was established to protect worker health when
handling or near hazardous materials on the job, and to reduce the incidence of chemical
source illness and injuries. The plan is available to all employees of the College and
includes the proper labeling of on-site containers, being able to identify signage, having
material Safety Data Sheets (MSDS) readily available to employees, and training employees
on the use of hazardous chemicals, a written program, and information if creating a
substance that is considered a trade secret. This Program complies with Cal-OSHA Title 8.
Applies to: All employees of or independent contractors who do work for the College,
including Physical plant employees, Science department staff and faculty, and the Student
Health Care center employees.
Training required: Applicable employees and contractors are required to repeat every 12
months
Standards' location: EH&S website, and hard copy in Physical plant office.
H. HEARING CONSERVATION PROGRAM
Saint Mary's Hearing Conservation Program was established to prevent occupational hearing
loss and comply with the Cal-OSHA Standard, Title 8, Section 5097. The program includes
1) noise monitoring, 2) audiometric testing annually 3) hearing protectors, 4) education and
training annually, and 5) record keeping.
Applies to: all employees occupationally exposed and/or potentially exposed to harmful
noise at certain levels proscribed by Cal-OSHA. If monitoring reveals that for a particular
employee the noise level is exceeded, the employee would be included in this program.
Currently all Physical plant Grounds employees fall under this requirement.

•

Training required: Applicable employees are required to repeat this training every 12 months
plus hearing monitoring every 12 months
Standards' location: EH&S website, and hard copy in Physical plant office.
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I. BLOODBORNE PATHOGEN EXPOSURE CONTROL PLAN
Saint Mary's Bloodborne Pathogen Exposure Control Plan provides guidance and awareness
to employees who may be exposed to bloodborne pathogens in the course of providing First
Aid / CPR, the handling or contact of blood or other potentially infectious material or
performing public safety duties at St. Mary's College. Training includes how to avoid or
minimize their exposure risk, and provides a voluntary vaccination program.

•

Applies to: Athletic trainers and coaches, Building Maintenance personnel, Athletic
Equipment managers, Laboratory Staff and Faculty in certain disciplines, Nurses and Nurse
Practitioners, Public Safety Officers, Residence Community Coordinators.
Training required: Applicable employees are required to repeat this training every 12 months
Standards' location: EH&S website, and hard copy in Physical plant office.
J. ERGONOMICS PROGRAM
Saint Mary's Ergonomics Program was established for all job processes or operations where
repetitive motion injuries or work-related musculoskeletal disorders (WMSDs) have occurred.
It is designed to minimize the number and severity of WMSDs employees may experience by
identifying and controlling the hazards that could possibly cause or contribute to the WMSDs.
Applies to: All faculty and staff employees
Traininq required: Training is not required, but optional training is periodically provided.
Standards' location: EH&S website, Human Resources website, and hard copy in Physical
plant office.
K. HAZARDOUS MATERIALS AND WASTE HANDLING AND DISPOSAL PROCEDURES.
Saint Mary's Hazardous Materials and Waste Handling and Disposal Procedures establishes
practices for the safe handling and proper disposal of all known hazardous waste and
materials generated by SMC, and assigns the tasks required to accomplish this to the
appropriate departments. Gives descriptions of certain commonly found hazardous materials,
their hazards and how employees can protect themselves. Also gives examples of properly
filled out shipping labels. Emergency response procedures and spill reporting requirements
are included. Complies with multiple county, and State EPA regulations.

•

Applies to: Any employee that handles hazardous materials or hazardous waste on SMC
property, including but not limited to all Buildings and Grounds employees, Science and lab
technician staff.
Training required: Applicable employees are required to repeat every 12 months; an
additional Hazardous Waste Generator Refresher course is required for those that handle or
offer for shipment any type of hazardous waste, and must be repeated every 12 months.
Standards' location: EH&S website, and a binder in the Physical plant office

L. SLUG DISCHARGE PREVENTION AND CONTINGENCY PLAN
Saint Mary's has established a plan to identify and respond to any non-allowable discharge
to storm drains or sanitary sewers on campus. The plan includes notification procedures and
the treatment plants' phone numbers to be notified in the event of a non-allowable discharge
by any person, including person(s) without affiliation to the College. Contact Public Safety
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immediately if you have knowledge of discharge to campus storm drains or sewers that may
not be allowable.
Applies to: Anyone with access to a sanitary sewer or storm drain, including but not limited
to all Buildings and Grounds employees, scientific class room staff, art and theatrical
department staff, and food services personnel.
Training required: Applicable employees are required to repeat this training every 36
months.
Standards' location: EH&S website, and hard copy in Physical plant office.
M. HUMAN RESEARCH INSTITUTIONAL REVIEW BOARD
Role: The Human Research Institutional Review Board (IRB) meets at least twice a year and
regularly notifies the College community at-large concerning the responsibilities of faculty,
student or administrative researchers whose projects involve biological and/or behavioral
research using human subjects, in order to ensure that the procedures followed safeguard
the rights and welfare of research subjects and comply with federal regulations.
Responsibilities: The Committee's responsibilities include
•

•

The formulation of guidelines and policies that meet federal regulations, incorporate
the ethical concerns of the entire Saint Mary's community, and reflect the particular
needs of the College researchers. These guidelines and policies are to be approved
by the President of the College in consultation with his designee and the College's
General Counsel.

• The provision of information to researchers as to the appropriate means for protecting
the rights and welfare of the subject, securing the effective, free, informed consent of
the subject, and fulfilling federal, local and Saint Mary's standards regarding human
research.
• The review of all proposals for human research submitted to the Committee by faculty,
student or administrative researchers to assure concordance with aforementioned
guidelines. The guidelines specify which research is included and which is exempt
from the Committee's research.
• The maintenance of adequate records and confidentiality. The preparation of a yearly
report to the Dean for Academic Development on the research approved.
For More Information: Refer to the Academic Affairs website under "Faculty Handbook."
N. FITNESS TO WORK

•

Driving on campus or driving a College-owned, -leased or —rented vehicle or personal vehicle
while "under the influence" is prohibited If prescribed or non-prescribed drugs which the
employee must take for reasons of health interfere with his/her job performance or endanger the
safety of others, the employee must take a medical leave of absence, make other arrangements
to be away from his/her position or, in some circumstances request an accommodation in the
work environment and/or the job until the condition improves. If the employee requests an
accommodation, the College will require appropriate professional documentation regarding the
employee's drug or alcohol related condition and will determine if the accommodation requested
is reasonable under the circumstances presented.
The College reserves the right to require testing for drugs or alcohol when the College has a
reasonable suspicion that an individual employee is impaired by drugs or alcohol or following an
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accident or safety violation. Reasonable suspicion means suspicion based on information or
observation of among other things, the appearance, behavior, speech, attitude, mood and/or
breath odor of an employee.

•

•
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X. END OF EMPLOYMENT
A. VOLUNTARY TERMINATION
Voluntary Termination may occur for any reason, such as retirement or resignation, or for no
reason. The College requests that whenever possible, advance notice of intent to resign be
given in writing to the employee's immediate supervisor; however, no advance notice is required
to effect resignation from the College. An employee who is absent without notice or appropriate
excuse for three (3) consecutive work days is deemed to have resigned from his/her
employment with the College.
B. INVOLUNTARY TERMINATION
Involuntary termination of employment may occur for any reason, such as a reduction in force,
reorganization of duties or positions, a change in business needs, the employee's unsatisfactory
performance, violation of policies, or engaging in prohibited conduct, the best interest of the
College, or for no reason, absent legal or contractual obligations. (See also Prohibited Conduct,
Section II, Paragraph 0.

•

C. REDUCTIONS IN FORCE
At the College's discretion, employees whose employment with the College is terminated for
reasons other than performance may be eligible for severance pay. Following consultation with
appropriate parties, the Director of Human Resources, in his or her sole discretion, will
determine eligibility for, if any, and amounts of severance, where appropriate.
D. EXIT INTERVIEWS
Terminating employees are encouraged to participate in an exit interview with Human
Resources to share their perceptions of strengths of the College and improvements the College
could make to enhance the community, and improve the environment for employees and
students. Terminating employees are typically contacted by the Human Resources office to
schedule an exit interview, but employees leaving the College can also request an appointment
with or the Director of Recruitment and Employee Relations or the Director of Human
Resources.
E. RETURN OF COLLEGE PROPERTY
No later than the last day of employment, employees must return all College property, including
keys, cell phones, laptop computers, records and files, library materials and credit cards. A
checklist of employee and supervisor responsibilities when employment ends is available on the
Human Resources website.

F. BENEFITS AFTER END OF EMPLOYMENT

•

Human Resources will provide information concerning available benefits and benefits
conversion in a letter to the employee. Some benefits continue for a period of time after
employment ends. Some benefits can be continued by the employee and/or qualified
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dependents. For more information, see Benefits Section VIII, paragraphs R and S, or consult
Human Resources.
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APPENDIX A

Acknowledgment of Receipt of Saint Mary's College Staff Handbook
This is to acknowledge and agree that I am entitled to access an authorized, up-to-date electronic version
of the Saint Mary's College ("College" or "Saint Mary's") Staff Handbook ("Handbook") on the College's
Human Resources internet web site. I am also aware that a hard copy of the Handbook is available to me
upon request to the Human Resources Department.
I agree that I am responsible for accessing, reading and understanding the Handbook, asking questions
about anything in the Handbook I do not understand, and abiding by the policies contained in the
Handbook and as it is amended from time to time, as a condition of my employment with the College.
I acknowledge that the Handbook may not contain every policy or employment practice of the College. I
further agree that the College, in its sole discretion, may edit, change, delete or add to any policies,
benefits or practices described in the Handbook at any time, and that I will be bound to those changes,
except that Section I,B of the Handbook can not be altered except in a written communication to me that is
signed by the President of the College.

•

I agree that nothing in the Handbook is intended to create, or should be construed to constitute, an express
or implied contract with regard to the continuation and/or termination of my employment or the terms and
conditions of my employment as described in the Staff Handbook.
I further understand that no officer, supervisor, manager or any other representative of the College, other
than the President and then only in writing that is addressed to me personally, has the authority to enter
into any agreement for employment for any specified period of time or to make any agreement that is
contrary to what is described in the Staff Handbook.
The College will provide timely notice, as appropriate, of material changes to the policies, benefits or
practices described in the Handbook.

Signature [Electronic or written]
Name Printed [Electronic or written]
Date [Electronic or written]

•

This Acknowledgment is a blank copy of the Acknowledgment you signed for your reference..
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APPENDIX B
SAINT MARY'S COLLEGE OF CALIFORNIA
TECHNOLOGY USE POLICY
(May 04, 2007)
1.0 INTRODUCTION
Saint Mary's College of California ("Saint Mary's") recognizes the educational value and societal
significance of Electronic Information and Computing Resources systems. Therefore, Saint
Mary's supports students, Christian Brothers, faculty, and staff by providing access to those
valuable electronic resources.
Saint Mary's is a non-profit public benefit corporation dedicated to offering a Catholic, Lasallian,
Liberal Arts education. To support the College's mission, Saint Mary's has developed a campuswide computing system allowing its members to form an electronic link to the College and to the
Internet.
This Policy presents guidelines for acceptable use of Saint Mary's Computing Resources. It
serves as a reference for all persons using Saint Mary's Computing Resources or having a Saint
Mary's E-mail or Internet access Account. This Policy supersedes all prior policies and guidelines
governing the use of Saint Mary's Computing Resources.
The Saint Mary's community is encouraged to make innovative and effective use of its
Computing Resources within a framework which provides standards for the quality and content
of information, while requiring compliance with laws, as well as requiring compliance with Saint
Mary's policies governing students, faculty, and staff.

•

This Policy seeks to ensure that Saint Mary's maintains a consistent and accurate image of itself
while complying with moral and ethical standards. This Policy is subject to amendment or
revision as appropriate.
2.0 DEFINITIONS
All defined terms shall appear in Title Case and Bold Font throughout this Policy.
Account: Special access to Saint Mary's Computing Resources with unique User identification
provided by Saint Mary's College. This includes, but is not limited to, having a Saint Mary's Email Account, having access to networks operated or maintained by Saint Mary's, and/or having
access to the Internet through Saint Mary's Computing Resources. Only Users, as defined in
this Policy, may have an Account.
Computing Resources: any computer hardware, including but not limited to wiring and cabling,
and/or software owned or licensed by Saint Mary's, any Saint Mary's computing systems, or any
service provided by Saint Mary's for access to the Internet. Also referred to as Saint Mary's
Computing Resources.
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•

•

Electronic Information: any information or data (e.g. - E-mail, word processing files, data
entered on online forms, web pages, etc.) placed on Saint Mary's Computing Resources,
whether through a Saint Mary's Computing Resource or through an individual's own computer or
other personal electronic data storage device.
CaTS: Computer and Technology Services. The department at Saint Mary's primarily responsible
for maintaining all Computing Resources.
Policy: This Technology Use Policy.
Third Party User(s): persons having access to Saint Mary's Computing Resources whom do
not fall within the definition of User(s) and who therefore do not have an Account (e.g.- members
of the public using Computing Resources in the library). Such persons are required to agree to,
and abide by, the terms of this Policy when using Computing Resources.
User(s): Current Saint Mary's students, faculty, and other employees including third party
contractors who have full time presence on campus and who need access for their official duties
(e.g., Sodexho Marriott, Barnes and Noble etc.), trustees, regents and other members of official
boards and committees as designated by the President, as well as Christian Brothers at Saint
Mary's having access to Saint Mary's Computing Resources.
3.0 USING COMPUTING RESOURCES

•

3.1 General
Saint Mary's Computing Resources can be used to host information maintained by a
Department, an Office, a properly registered student club or organization, a board, or a committee.
Any information used with Saint Mary's Computing Resources must adhere to all applicable
laws and all Saint Mary's policies.
The use of Computing Resources shall be consistent with the mission of the College, College
policy and must not violate laws or any College Policy. If a User has questions regarding the
acceptability or appropriateness of a particular behavior while using Saint Mary's Computing
Resources, he or she should contact the appropriate College official. For example, an issue
regarding one student allegedly harassing another via a Computing Resource would be forwarded
on to the Dean of Students. Or, for example, an issue involving copyright infringement on a
faculty or staff member's web site would be forwarded to the faculty or staff member's direct
supervisor. Additionally, CaTS staff can help Users address technical and non-substantive legal
issues. If Users have questions regarding copyright and trademark issues, fair use, or other legal
matters; please refer to Saint Mary's General Counsel SMCnet Page located at (Address TBD) or
contact Saint Mary's Office of General Counsel.
3.2 Access

•

Computing Resources are available to Users on campus as well as remotely through dial-inmodem connections, twenty-four hours a day, seven days per week. Technical support is limited to
business hours and Saint Mary's may on occasion temporarily interrupt access of Users to conduct
ordinary as well as extraordinary business and maintenance.
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3.2.1 Faculty and Staff
Use of Computing Resources is limited to that which is necessary as part of a User's duties and
responsibilities in User's employment. Incidental or minimal personal use during a User's
working hours where such use does not interfere with a User's performance, or does not violate
any applicable Policy, rule, or law, may be permitted. Specific questions regarding personal use of
Computing Resources during a User's working hours should be directed to the User's
supervisor, Dean, department head, or vice president, as appropriate. Monitoring and control of
personal use of Computing Resources during a User's workday is at the discretion of the person
under whose direction the User works. A User's performance appraisal may take into account
personal use and a supervisor may limit personal use as a condition of employment where
appropriate.

•

Use of Computing Resources on User's own time is permitted to the extent that Computing
Resources are available. Users needing to use Computing Resources for official Saint Mary's
business, whether administrative or academic, shall always have precedence over any User using
Computing Resources for personal matters. Therefore, Users engaged in personal activities may
be asked to discontinue such use to free Computing Resources for Users needing to access
Computer Resources for non-personal matters.
E-mail may be used for incidental personal purposes provided that, in addition to the foregoing
constraints and conditions, such use does not: (1) directly or indirectly interfere with Saint Mary's
operation of Computing Resources; (2) burden Saint Mary's with noticeable incremental cost; or
(3) interfere with the User's employment or other obligations to Saint Mary's.
3.2.1.1 Portable Computing and Telecommunications Equipment
Portable computing and telecommunications equipment belonging to the College, such as laptop
computers or cell phones, may be issued to Faculty and Staff Users as needed for the requirements
of the official academic or administrative tasks they perform. The equipment shall remain in the
possession of the User until the end of the term specified in the portable computing or
telecommunication equipmentE lending agreements, which must be signed by the User. Saint
Mary's reserves the right to recall the equipment for inventory, upgrades, repair/replacement or for
any other reason, and the User will return the equipment in a timely fashion if recalled. Efforts
will be made to minimize the inconvenience of a recall to the User. This equipment shall not be
repaired or altered in any way except by Computer and Technology Services or Telephone
Services personnel. The User shall notify the appropriate (CaTS or Telephone) Help Desk
promptly when either of these tasks are needed. The User must report any damage or loss of the
equipment to CaTS or Telephone Services immediately. Stolen equipment must also be
immediately reported to Public Safety and an Incident Report filed. Damage or loss caused by
neglect or carelessness may cause all or a part of the repair or replacement costs to be charged to
the User. Saint Mary's may consider a failure by the User to report loss or damage in a timely
fashion as evidence of the User's responsibility for such loss or damage.

Portable computing and telecommunications equipment belonging to Saint Mary's should be used
primarily for college-related work. Excessive use for non-College related activities is not
appropriate, and, in the case of portable telephone equipment, the User may be charged for
excessive personal calling if so deemed by the User's supervisor. Portable computing equipment
must be used in compliance with all applicable copyright laws. This means that only properly
licensed software may be installed on the equipment. The User will ensure that any licensed
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•

•

software installed on College owned portable computing equipment which is not covered by
licenses owned by Saint Mary's, or are open-sourced (free, without restriction), have licenses that
permit the installation and use of the software on college-owned equipment. The User will also
maintain records of the licenses and purchase information of any such software so that it can be
produced if required during a copyright audit. Please refer any questions on this requirement to the
Director of CaTS.
Failure by the User to abide this policy may result in the loss of all User privileges of portable
equipment owned by Saint Mary's.
3.2.1.2 Guidelines for Protection of Sensitive and Legally Protected Data on Portable
Computing Equipment:

•

•

Legally protected and sensitive data may not be stored on a laptop hard drive or floppy
drive in unencrypted form

•

Legally protected and sensitive data must be stored on College file servers (e.g. FS1) , and
laptop Users should download such data to their computers only on an as needed basis,
and remove it from the computer when it is no longer needed

•

Legally protected and sensitive data used with a laptop must be stored on a Flash Drive
("thumb drive", "flash memory stick") in an encrypted format, or on other media in
encrypted format.

•

Flash Drives containing legally protected or sensitive data must be stored separately from
the laptop.

•

Legally protected and sensitive data must not be stored on personal computers not owned
and maintained by the College.

•

Users must report the loss or theft of a laptop, flash drive or any other device containing
legally protected and sensitive information immediately to the Chief Technology Officer,
and to their supervisors or department chairs.

•

Laptops must have current and active anti-virus and anti-spyware programs running at all
times.

(Adopted 09-07-06 TAC)
3.2.1.3 Management of Computing Resources

•

All Saint Mary's owned computing equipment is managed by CaTS. Management includes the
installation and maintenance of all application and operating system software. This may include
the installation of various software clients that aid in managing Saint Mary's owned computing
equipment. No employee is permitted to evade or compromise this management or the capability
of management by, including the changing of administrative passwords or rights, nor does the
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granting of administrative rights on any Saint Mary's owned computer to a faculty or staff
member confer the right to remove or alter any method of remote or local management by CaTS.
(adopted 03-08-07 TAC)

•

3.2.1.4 Attachment and Use of personally-owned computing equipment on the Saint Mary's
Network by Faculty, Staff and Authorized Third-Party Users
All provisions of Section 6.0 (Residential and Wireless Networks — see below) also apply to the
use of personally-owned computing equipment attached to any portion of the Saint Mary's
Network by Faculty and Staff members, or by authorized Third-party Users. In all cases where
licensing agreements prohibit it, Saint Mary's cannot provide or install software licensed to the
College on any non-Saint Mary's owned computing equipment.
(adopted 03-08-07 TAC)
3.2.2 Students
Saint Mary's recognizes that access to, and use of, Computing Resources contributes to an
individual's personal and intellectual development. Therefore, student Users may use Computing
Resources for both academic and personal use. However, in an effort to allocate Computing
Resources fairly, Users engaged in personal activities that place an undue burden on Computing
Resources may be asked to discontinue such use.
3.3 Accounts
Generally, Users are issued an Account or Accounts at the beginning of his or her relationship
with Saint Mary's to gain access to appropriate Computing Resources. However, if an individual
qualifies for an Account but does not have an Account, one may obtained by contacting CaTS.
Follow link to request an Internet/E-mail Account
3.3.1 Passwords
Saint Mary's may, and from time to time, shall monitor any and all aspects of a system, including
but not limited to, logon sessions, E-mail use, Internet use, Intranet use, and other uses of Saint
Mary's Computing Resources to determine if a user is acting in violation of Saint Mary's
policies or rules. The issuance of a User's password or other means of access is to assure
appropriate confidentiality of College files and information and does not guarantee privacy for
personal or improper use of College equipment or facilities.

•

3.4 Adding Computing Systems

The College seeks to provide necessary resources to meet' needs. However, individuals seeking to
add their own computing systems to Saint Mary's Computing Resources must meet with their
supervisor (i.e., manager, department chair, or Dean) for approval and then must meet with CaTS
in order to determine whether Computing Resources exist to meet the need.
3.4.1 Hardware and Software
CaTS requests that Users refrain from installing/attaching unsupported hardware and/or software
to Computing Resources. Upon the discovery of unauthorized hardware and/or software,
including but not limited to unauthorized software, it will immediately be removed from Saint
Mary's Computing Resources by CaTS. Saint Mary's is not responsible for any lost data due to
such removal.
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•

3.4.2 Servers
CaTS is responsible for the overall maintenance of Saint Mary's Computing Resources. An
important part of this responsibility is to ensure the overall security of all Computing Resources.
When computers and devices attached to the network run network services (i.e., web servers, file
sharing, e-mail servers, etc.) these services "open" a computer to security risks. When one
Computing Resource is compromised or "hacked" others on the network become easier to
compromise.
Saint Mary's also recognizes the benefit that running these services may have to the educational
purposes and business needs of the College. Therefore, CaTS strives to provide open and reliable
access to these services for the whole College community. Under some circumstance, some nonstudent Users (individual student Users are not permitted to run networks or servers) may need to
run their own network services on their own machines. Student Users may not operate servers on
the College's network, only sanctioned student groups are permitted to do so.
Use of networked servers attached to Saint Mary's Computing Resources by faculty and staff is
subject to the terms and conditions of this Policy. The administrator of the attached system is
responsible for all traffic that originates from that system. However, because CaTS is primarily
responsible for all Computing Resources the following policies are also in effect:
Faculty and staff run servers on Saint Mary's Computing Resources shall be for the purpose of
supporting the educational needs and business purposes of the College.

•

All servers must pass security audits conducted by CaTS.
Faculty and staff must register their servers annually with CaTS, using the form found at:
/technology/tcc/policy/server_regi strati on.h tml
3.5 Archiving and Retention
Saint Mary's record management policies do not distinguish among media. As such, electronic
data and information, including but not limited to E-mail records, are subject to these policies,
which include archiving (backing-up) Electronic Information. Users' Electronic Information is
copied in the normal course of business when Electronic Information is archived. Users of
Computing Resources should be aware that despite the sender and recipient having both
discarded their copies of an electronic record, there may be retrievable back-up copies. Systems
may be "backed-up" on a routine or occasional basis to protect system reliability and integrity, and
to prevent potential loss of data. The back-up process results in the copying of data onto storage
media that may be retained for periods of time and in locations unknown to the originator or
recipient of Electronic Information. The practice and frequency of back-ups and the retention of
back-up copies of Electronic Information vary from system to system.

•

Users should be aware that, during the performance of CaTS's duties, staff and other personnel
need from time to time to observe certain transactional addressing information to ensure proper
functioning of Saint Mary's Computing Resources, and on these and other occasions may see
the contents of Electronic Information. Therefore, the security and confidentiality of E-mail and
all other Electronic Information cannot be guaranteed.
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3.5.1 Back-up of College documents and data
In order for the College to properly back up College business documents and data, employees of
the College who use Windows-based computing equipment must store any such business
documents and data files in the "My Documents" directory on their local computer. This is the
only directory that is synchronized with network backup systems, and must be used for the proper
and secure retention of electronic business documents and data. (Apple and Linux desktop
requirements to follow in a future revision). (adopted 03-08-07 TAC)

•

3.6 Maintenance
Any Electronic Information, which contains incorrect or out-dated information may be removed
until corrected. CaTS will attempt to provide reasonable notice of the removal of Electronic
Information, but reserves the right to act without notice if the situation warrants.
4.0 WEB PAGES
4.1 Introduction and Universal Policy: Applicable to all Web Pages
Saint Mary's College recognizes the educational value of the exchange of Electronic
Information. Saint Mary's web pages provide the College with the opportunity to share itself, its
mission, and its culture over the Internet. Therefore, it supports students, faculty, staff, and other
employees in the electronic publication of information and collaborations.
Information posted or made available on Users' web pages must be the original work of Users and
must not be the intellectual property or copyrighted work of other persons or entities, unless
appropriate permission has been obtained by the User.
Web pages that represent official information about the College are clearly different from those
pages that are solely intended for the educational and personal use of Users. The College is
sensitive to the desire of Users to express their ideas on User Web pages. Therefore, the College
has set forth the following guidelines.

•

4.2 Saint Mary's Official Web Pages
4.2.1 Purpose
The Official College pages communicate with internal as well as broad external audiences,
including prospective students, alumni, constituents and the general public. Therefore, the
appropriate supervisor (e.g., manager, department chair, or Dean), in collaboration with the
Webmaster, shall review and approve the content of all official web pages. (Note: the appropriate
supervisor for registered student clubs and organizations is the Director of Student Activities and
Leadership Programs.) As well as adhering to this Policy, these pages must conform to aesthetic
standards (e.g. - font, symbols, and other user interface elements) as well as style guidelines.
These standards are located at: (Address TBD)
4.2.2 Official Content
The official Saint Mary's web pages are official publications of the College. Official pages include
content related to academic programs, administrative and student support offices, programs and
services, official College programs and intercollegiate athletic teams and activities.
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•

Original text, photographs and graphics appearing on the official pages of Saint Mary's web site
are copyrighted by Saint Mary's and may not be reproduced or altered without written permission
from Saint Mary's.
4.2.3 Responsibility
The Webmaster provides for the overall management of the web pages, operational practices and
policies and for the presentation of a consistent image within the College's publication standards.
CaTS is responsible for maintenance of web servers.
4.3 Departmental and Student Organization Web Pages
Official Departmental and Student Organization web pages provide individual groups within the
College an opportunity to share specialized interests and information over Saint Mary's
Computing Resources generally (e.g. - SMCnet), as well as over the Internet. Departments and
Student Organization pages bear official ties to the College and therefore must conform to the
requirements found in the section (above) pertaining to official web pages. Included in
Departmental pages are any pages developed by faculty and staff to support the mission and
business of the College.
Each Department or Student Organization with web pages has the responsibility to maintain its
own pages by at least an annual review. Each department and Student Organization is responsible
for the editorial content of these pages. CaTS, via the Webmaster, provides support to
Departments and Student Organizations in the maintenance of their web pages.
To obtain guidelines and support for maintaining web pages see the following: (Link to Guidelines
TBD)

•
4.4 Personal Home Pages
Personal home pages provide an individual with an opportunity to share personal interests and
information to friends, family, and the world at large via the Internet. Personal pages concentrate
primarily on personal information and non-professional interests of a User. Users are afforded
extended creative license in structuring these pages. However, Saint Mary's expects Users to
maintain basic standards of decency, courtesy, civility, and maturity when creating personal pages
using Saint Mary's Computing Resources or when posting personal web pages on Saint Mary's
servers. Any User not wishing to comply with this guideline has the option of finding an
independent Internet service provider to host that User's personal home pages, at the User's own
expense.
For system administration and general disclosure purposes, each personal web page shall contain
contact information for the person responsible for maintenance of the web page. Each page should
also contain the date on which it was last updated. This information may be provided as text in the
document or as a link. This encourages the page manager to keep it current thus protecting the
viewer from unknowingly reading outdated information.

•

Saint Mary's accepts no responsibility for the content of those personal home pages. Saint Mary's
College does not pre-approve, monitor, or exert editorial control over personal pages. Nonetheless,
personal web sites must conform to all terms and conditions of this Policy.
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Personal pages should not carry any Saint Mary's logo, the name, or any abbreviation of, Saint
Mary's College of California in such a manner as to suggest that the page is affiliated with Saint
Mary's in any way. This does not include a factual statement regarding Saint Mary's being the
User's web service provider, place of employ or place of study.

•

THE PERSONAL HOME PAGES OF SAINT MARY'S COLLEGE STUDENTS, STAFF
AND FACULTY DO NOT IN ANY WAY CONSTITUTE OFFICIAL COLLEGE WEB
CONTENT. THE VIEWS AND OPINIONS EXPRESSED IN THE PERSONAL PAGES
ARE STRICTLY THOSE OF THE PAGE AUTHORS, AND COMMENTS ON THE
CONTENTS OF THOSE PAGES SHOULD BE DIRECTED TO THE PAGE AUTHORS.
If activities or content is discovered that may constitute a violation of this Policy or is suspected of
violating any law, Saint Mary's shall investigate the situation according to the applicable
procedure.
Link to Procedure for suspected Policy violations or suspected violations of law. (TBD)
CaTS provides for the overall management of the personal web servers. The Webmaster processes
requests for personal web space. Requests for this web space may be made at the following
address: /college services/its/web services /firms/personal space.html.
5.0 ELECTRONIC MAIL (E-MAIL)
5.1 General Information: Security and Privacy
The nature of E-mail makes it less private than Users may anticipate. For example, E-mail
intended for one person sometimes may be widely distributed because of the ease with which
recipients can forward it to others. A reply to an electronic mail message posted on an electronic
bulletin board or "listserver" intended only for the originator of the message may be distributed to
all subscribers to the listserver. Furthermore, even after a user deletes an E-mail record from a
computer or an Account, it may persist on backup facilities. Saint Mary's cannot protect Users
against such eventualities.

•

Saint Mary's is not the arbiter of the contents of E-mail. Saint Mary's is not technologically
capable of protecting Users from receiving E-mail that the Users may find offensive. Members of
the Saint Mary's community are strongly encouraged to use the same personal and professional
courtesies and considerations in E-mail as they would in other forms of communication, in
addition to abiding by the terms of this Policy.
There is no guarantee that E-mail sent through Computing Resources are in fact sent by the
purported sender, since it is relatively straightforward, although a violation of this Policy, for
senders to disguise their identity. Furthermore, E-mail that is forwarded could be modified by
persons other than the original sender.
College E-mail addresses are owned by Saint Mary's. Electronic mail, whether or not created or
stored on Saint Mary's Computing Resources, may constitute a College record subject to
disclosure under certain laws.
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•

Electronic Information, including E-mail, is backed up to assure system integrity and reliability,
not to provide for future retrieval, although backing up may at times serve the latter purpose
incidentally. Under some circumstances, Saint Mary's could be required to disclose to outside
parties certain electronic records, including but not limited to E-mail, web pages, or other
electronic data archived by Saint Mary's. Saint Mary's may itself access or disclose User
Electronic Information to law-enforcement agencies or other entities, consistent with this Policy
and all applicable laws requiring such disclosure.
5.2 Representations
E-mail Users shall not give the impression that they are representing, giving opinions, or
otherwise making statements on behalf of Saint Mary's or any unit of Saint Mary's unless
appropriately explicitly authorized (explicitly or implicitly) to do so. Where appropriate, an
explicit disclaimer shall be included unless it is clear from the context that the author is not
speaking on behalf of Saint Mary's. An appropriate disclaimer is: "These statements are my own,
not those of Saint Mary's College of California, its board of Trustees, or its Regents."
5.3 Lists and Aliases

•

Saint Mary's maintains e-mail lists and aliases to enhance the facilitation of communication among
the Saint Mary's community, as well as with parties outside of the College community. Certain
lists are for critical communication and are accessible only by President and Vice Presidents.
Other lists may be created, as necessary, by Users working with their appropriate academic or
administrative supervisor and CaTS. Users who participate in e-mail lists are encouraged to
exercise good judgment when posting to lists. Users posting to a list are also encouraged to be
aware of the intended and expressed purpose of the list, as well as the other members of the list.
6.0 RESIDENTIAL AND WIRELESS NETWORKS
The Residential and Wireless Networks are shared, finite resources installed by the College to
promote scholarship and learning for all students. Accidental or intentional disruption of the
residential or wireless networks will deprive others of access to this Computing Resource. Persons
attaching computers to the College's residence hall or wireless networks must comply with all
other portions of this Policy. Additionally, the administrators of the residential and wireless
networks have the following specific policies:
6.1 Responsibility
Users are responsible for all traffic originating from their machine, regardless of whether they
generated it or realize that they have violated any specific policies. In most cases, unintentional
violations will result in a temporary loss of network access pending the resolution of the problem.
6.2 Identification

•

All machines connected to the residential or wireless network must be authorized by CaTS before
use. This is done by accessing the authorization web page upon opening a web browser and
entering the User's Internet Account username and password. Network access is not allowed
without following this procedure each time the machine is used on the residential network.
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6.3 Network Addresses
Network addresses on the residential or wireless networks are assigned by the residential network
DHCP server. All machines connected to the residential or wireless networks must be configured
to use DHCP to obtain their IP network address. Static addresses are not allowed. Any machine
found with an address not assigned by the residential or wireless networks' DHCP server will be
disconnected.

•

ResNet subscribers may not register a domain name or alias with an outside provider that points to
a machine on the Residential Network.
6.4 Routers and Servers
No routers, servers or wireless access points are permitted to be attached to the SMC residential or
wireless networks. Any devices that provide such services will be immediately disconnected from
the campus network. Ethernet hubs, which allow multiple devices to be connected to a single
network jack, are not routers and are allowed.
Most computer operating systems do not provide routing functionality and are by default safe to
attach to the network. Some operating systems such as Windows NT, Windows 2000, as well as
most Unix and Linux implementations have the ability to provide routing functionality. If a User
uses one of these operating systems, the User must make sure that all routing functionality is
disabled. These operating systems also frequently provide server functionality by default. Users
must make sure that all server services are disabled before attaching such a machine to the
residential or wireless networks. Routing and some network services, such as DHCP servers can
disrupt the ability of others to use the residential or wireless networks. If routers or servers are
found to be operating, they will be immediately disconnected. All types of servers are prohibited,
including but not limited to, web servers, FTP servers, IRC/chat servers, streaming audio/video
servers, web cameras, DHCP servers, mail servers, anonymous remailers, and file servers. This
includes Windows and MacOS personal file sharing services.

•

6.5 Network Traffic
Use of any type of "packet sniffing" or other similar program or device by Users is strictly
prohibited. Users may run a packet sniffer in non-promiscuous mode (you may sniff your own
machine's packets only).
It may not be feasible to provide unlimited connectivity for systems that are not strictly serving the
College's missions. Because of this possibility, CaTS may limit network usage of residential
systems. This may be implemented through bandwidth caps, restriction or blocking of services, or
other means.
6.6 Security
Users are responsible for the security and integrity of their own systems. If a system has been
"hacked" or otherwise compromised, CaTS shall disconnect it from the network to prevent it from
interfering with the proper operation of the network. Reconnection shall only occur after a
thorough test of the system has been done by CaTS to verify that the any problem has been
corrected.
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•

•

6.6.1 Virus Protection
The residential and wireless networks are shared community resources, which means that a
computer "virus," "worm" or similar software can compromise the functioning of the entire
network and can infect other computers on the network. Consequently, all computers attached to
the residential or wireless networks are required to have an approved "virus protection" program
installed and running, and currently updated to include the most recent virus protection offered.
Additionally, Users' computers connected to the residential or wireless networks must have
installed all the operating system "patches" provided by the operating system's software company
to fix potential security risks in the operating system.
6.7 Abuse
Systems found to be running programs that disrupt network services or attack (including Denial of
Service attacks) machines on or outside the campus network will be disconnected immediately.
Depending upon the situation, disciplinary action may be taken by the College.
6.8 Common Problems: Music files and Software Piracy (warez)
The distribution of copyright protected materials is illegal and is in direct violation of this Policy.
Distribution of copyright protected software is similarly prohibited unless the copyright
specifically allows redistribution, such as software covered under a "freeware" type license, such
as the GNU general public license, or by express permission of the copyright holder.

•

7.0 COMPUTER LABORATORIES
The Computer Laboratories maintained by Saint Mary's, including those at Extended Education
campuses and inside residence halls, are resources installed by the College to promote scholarship
and learning for all students. Accidental or intentional disruption of Computer Laboratories will
deprive others of access to these important Computing Resources. Any Person using Computer
Laboratories must comply with all other portions of the College's this Policy.
Additionally, the following specific policies apply:
7.1 Keys
Keys to computer labs are issued for use only by the person to whom they are issued. Keys to
computer labs are not to be loaned to anyone. The physical security of computer labs is not to be
compromised in any way, including, but not limited to, leaving labs unlocked when not in use, or
propping doors open.
7.2 Lab Supervision

•

Computer laboratories shall not be accessible unless an CaTS authorized lab supervisor (i.e.,
Student Lab Monitor or Instructor with lab access) is on duty in the laboratory. Users of the
computer labs shall obey the instructions of lab supervisors and other College employees.
Behavior that is disruptive to other users of the facility is prohibited. Such behavior might include,
but is not limited to, eating, drinking, making excessive noise, using aggressive or abusive
language, or playing games.
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7.3 Software and Systems
Users are responsible for leaving computers and workspace in laboratories clean and ready for the
next User. This requires that User closes all open applications, logs out of any attached servers,
and removes personal items (including diskettes and printouts) from the computer and workspace.
Use of laboratory computers that are logged in under an Account other than one's own is
prohibited.

•

8.0 PROHIBITED ACTIVITIES
Users are subject to all laws and Saint Mary's rules and policies applicable to User conduct,
including not only those laws and regulations that are specific to computers and networks but also
those that may apply generally to personal conduct. Misuse of computing, networking, or
information resources will result in disciplinary action, loss of computing privileges, and/or legal
action.
8.1 Abuse of Resources
Users who knowingly and without prior authorization disclose confidential matters will be subject
to appropriate discipline by the College, as will those who intercept or enter other College or User
Accounts, communications, whether or not these relate to confidential matters, will also be
subject to discipline, unless 1) the disclosure has also been specifically authorized as provided
below, 2) the information was intended to reach the individual receiving the correspondence, 3)
the disclosure is necessary to correct improper message routing or to forward miss-routed
communications to their intended recipients, 4) the disclosure is to the recipient's supervisor, or
other appropriate authority, and the correspondence reached the recipient because of machine or
sender routing error, or 5) the disclosure is to the recipients supervisor, and the correspondence
seems to contain evidence of improper use of Computing Resources, of conduct violating
College rule or Policy, or of illegal activity.

•

8.2 Examples
Examples of misuse and prohibited conduct include, but are not limited to, the activities in the
following list. It is against Saint Mary's Policy to engage in any of these actions:
1. Reproducing, distributing or displaying copyrighted materials without prior permission of
the copyright owner. This includes text, images, photographs, music files, sound effects,
and other legally protected works.
2. Using an Account, IP address, computer name or port that you are not authorized/assigned
to use.
3. Sharing a password for your Account.
4. Deliberately or inadvertently wasting Computing Resources.
5. Using Computing Resources to harass others, or to create, store, or transmit libelous or
obscene materials.
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6. Sending chain and junk mail, disseminating mass mail without permission, and
creating/distributing mail "bombs."
7. Using Saint Mary's Computing Resources to gain unauthorized access to any computer
systems. This includes the use of programs such as WinNuke, any sniffer or network
monitoring software, Crack or any other software that is used to assist in the compromising
of a computer system or User Account.
8. Knowingly performing an act that will interfere with the normal operation of third party
computers, terminals, peripherals, networks, or any Saint Mary's Computing Resources.
9. Knowingly running or installing on any computer system or network, or giving to another
person, a program intended to damage or to place files on another Users' Account or
system without their knowledge.
10. Using applications that inhibit or interfere with the use of the network by others.
11. Attempting to circumvent data protection schemes or uncover security loopholes.
12. Violating terms of applicable software licensing agreements or copyright laws.
13. Masking the identity of an Account or machine, or using a false identity.

•

14. Posting on electronic bulletin boards materials that violate existing laws, Saint Mary's
codes of conduct, or any other Saint Mary's Policy applicable to the User.
15. Attempting to monitor or tamper with another person's electronic communications, or
reading, copying, changing, or deleting another person's files or software without the
explicit permission of the owner.
16. Using Computing Resources for personal or political gain, including running a business
for profit or non-profit purposes, promoting and selling products and services, commercial
advertising, commercial businesses not authorized by Saint Mary's, etc.
17. Using Computing Resources for political campaigning.
18. Student Users may not provide services or Accounts from student User computers to
anyone. (e.g. - web servers, FTP servers, software such as Napster (running in file sharing
mode) that functionally turns a personal computer into a server, etc.)
19. Registering a Saint Mary's IP address with any other domain name (i.e.,
www.usersname.com).
20. Capturing passwords or data on the network or Internet not meant for you.
21. Providing a pass-through site to other campus hosts.

•

22. Modifying or extending Saint Mary's network services and wiring beyond the area of its
intended use. This applies to all network wiring, hardware and in-room jacks.
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23. To minimize destructive hacking, do not provide information about the networks to Newsfeeds, Anonymous FTP site, BBSs, etc.
24. Posting private personal information without permission, including but not limited to
grades, medical records, or any other information that is protected by law or by Saint
Mary's policies.

•

25. Web pages may not be established on Saint Mary's servers on behalf of non-Saint Mary's
organizations, firms, or individuals.
9.0 ENFORCEMENT
9.1 Revocation of Privilege and Disciplinary Action

Saint Mary's reserves the right to limit or deny access to its Computing Resources when any
Saint Mary's policies or any applicable federal, state, or local laws are violated or when Saint
Mary's receives notice or believes that there is a violation by a User. Saint Mary's College will
investigate violations of this Policy in the same manner as it investigates violations of other Saint
Mary's policies or other disciplinary matters. The particular investigative and disciplinary
processes that shall be used will depend upon the status of the User (e.g., student, faculty, staff, or
other). A reference to the full description of the applicable process can be found in the appropriate
handbook, employment manual, or employment information packet. Third Party Users and other
individuals who are subject to this Policy but might not be subject to any other Saint Mary's policy
or disciplinary process (e.g., library patrons), may lose the privilege to use Saint Mary's
Computing Resources for violating this Policy.
9.1.1 Minor Violations
In the case of minor violations, CaTS will attempt to contact the User by E-mail, telephone, or in
person to explain the violation and to attempt a simple resolution of the issue. Should CaTS be
unable to resolve cooperatively such issues, CaTS may take further action as may be necessary to
mitigate any potential impairment of other User's ability to use Saint Mary's Computing
Resources, including the temporary removal of User's electronic information from Saint Mary's
Computing Resources.

•

9.1.2 Major Violations
In the case of major violations, including but not limited to possible violations of law, in addition
to invoking any applicable disciplinary process, CaTS will immediately attempt to mitigate any
actual or potential impairment of other User's ability to use Saint Mary's Computing Resources,
and to mitigate any actual or potential damages that may occur as a result of the violation of
federal, state, or local law. Mitigation efforts may include, but are not limited to, suspension of a
User's access to Saint Mary's Computing Resources and the removal of a User's web page(s) or
other electronic information or data stored on Saint Mary's Computing Resources. Prior notice
of the suspension or take down is not necessary. CaTS will notify the User of the violation and of
the mitigation action as soon as is practicable under the circumstances.
9.2 Discovery of Policy Violations Through Routine Maintenance
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CaTS staff occasionally, and randomly, examine the routing information of communications and
monitor transactions and traffic across Computing Resources, to evaluate, among other issues,
volume of traffic and the general use of system resources. Saint Mary's periodically may view the
content of material transported across its networks or posted on Computing Resources as part of
its effort to maintain quality service and reliable delivery of electronic information. CaTS has the
authority to immediately exclude a User from any Computing Resource where CaTS has a
reason to believe that a User presently poses or may pose harm to the system or its information
and/or data, or where CaTS discovers, inadvertently through its routine maintenance activities,
possible violations of law or policy.
9.3 Reporting
If a User suspects that a particular behavior is in violation of this Policy, he or she should contact
CaTS. Saint Mary's does not expressly monitor the content of User web pages and other
electronic information, including but not limited to E-mail, for the purpose of enforcement of this
Policy. However, Saint Mary's will take appropriate action should it become aware of any
suspected policy violations (See section 9.2 above).
Since it is impossible for Saint Mary's to anticipate and thus give examples of every possible
violation of this Policy, other applicable policies, or law, it is incumbent upon each User to
consider the consequences of his/her own actions. To the extent that a violation of this Policy is
also a violation of any federal, state, or local law, Saint Mary's shall assist and encourage full
enforcement of such laws by the appropriate public entity.
9.4 Violations of Law
In addition to Saint Mary's disciplinary procedures, a User may face other serious consequences
imposed by public authorities. Violations of law, if brought to Saint Mary's attention, may result in
the temporary or permanent termination of User's access to Computing Resources. Blatant or
repeated violations of law and/or this Policy, will result in CaTS immediately removing a User's
web page or other information from Saint Mary's Computing Resources and the User shall be
referred to the appropriate party for disciplinary action.
In the case of copyright infringement, Saint Mary's is bound by certain legal procedures designed
to mitigate any damage that may be perpetuated by continuing acts of copyright infringement.
Saint Mary's has taken reasonable steps to comply with the Digital Millennium Copyright Act (the
"DMCA"). In accordance with the DMCA, at 17 U.S.C. § 512 (a), et seq., upon receipt of proper
notification by a copyright owner of an alleged copyright infringement, Saint Mary's will
expeditiously take all appropriate and necessary actions, including but not limited to, the removal
or disabling of access to the allegedly infringing material.
Policy last revised May 4, 2007
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